Procurement Process

Chapter 7: Procurement

MWR/VQ:

Manual purchase requisitions will be created at the activity level, including the approval
process and will be forwarded to the regional office for processing into the SAP system.

Purchase orders (PO) will be prepared using the SAP system, signed by the Contracting
Officer and forwarded to the vendor for processing. Copies of the purchase orders will be
forwarded to the requesting activity and receiving agent.

Receiving information must be documented on the purchase order. Each line will be
reviewed and a notation made to indicate quantity received.

Upon completion of receiving, the document (purchase order) will be signed by the
receiving agent with a receiving date noted. This document will be immediately forwarded
to the regional accounting office for processing. If the receipt of shipment is a partial
receipt, a notation as such should clearly be made. Any invoices or delivery slips that may
be received with the merchandise should also be forwarded to the regional accounting
office.

The basic procurement steps for goods and services are:
Vendor master records must be created before a PO can be entered.
Manual Purchase Requisition
- Always created manually for MWR and VQ and follow the standard MWR/VQ
business processes
- Created for all purchase orders

Approved Manual Purchase Requisition

- Are subject to financial authorization by the appropriate delegated authority
- Monitoring of purchase requisitions is, and will continue to be, a manual process

Purchase Order
- Approved Manual Purchase Requisition is entered by a procurement clerk into

SAP to create a purchase order
- Monitoring of purchase orders will be an SAP process
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z Manual Purchase Requisition required

/ Note: This is a manual process

Approved Purchase Requisition: The completed form (with proper approval) is forwarded
to the regional accounting office by the Requisitioning Officer when a new Purchase Order
is required.

Manual Goods receipt

- In MWR and VQ, goods receipts must be confirmed by the requisitioning officer
prior to the goods receipt/PO form being forwarded to the regional MWR central
accounting office.

- Goods receipts are entered into SAP at the regional MWR central accounting
office by the accounts payable clerk.

- Goods receipt must match the purchase order.

Invoice Verification

- Invoice verification (entry of vendor PO-related invoices) will occur in the
regional MWR central accounting office

- Vendor payment is always based on vendor invoice matching the goods receipt.
There is a 5 % tolerance (over or under) for an invoice that does not match
the goods receipt unit price. This tolerance will allow any line item to vary
from the purchase order unit price. There is no tolerance for quantity to
vary from purchase order to invoice. There is a small early delivery
tolerance set. This protects against goods subject to spoilage from being
delivered too early. This tolerance is roughly 3 days for an item priced at
$100.00.
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z Create Purchase Order (For Inventory, Supplies, Services, Prepaid Tickets,
Consignment and other “Stock” Inventory)

This transaction should be used for creating perishables/services/consumables and prepaid/
consignment item purchase orders.

LOGISTICS = RETAILING = PURCHASING = PURCHASE ORDER = PURCHASE
ORDER > CREATE = VENDOR KNOWN

Transaction: ME21

Screen 1: Create Purchase Order: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number for which the purchase order
will be issued. Note that if the vendor has never been used
before, a vendor master record must have already been created.
MWR HQ procurement will create vendor master records on an
ad hoc basis for all bases/funds.

Order Type Enter order type NB for Purchase Orders under $25, or enter
order type NA for Purchase Orders over $25K

Purchase order date | Enter the date for the purchase order.

Purchase order Leave this field blank. System will assign a purchase order
number automatically.

Organizational data
Purch Organization | Always use purchasing organization 2000, which is the only valid
MWR and VQ Purchasing Organization. A purchasing
organization is really a meaningless organization structure for
MWR, but is required by SAP.

Purchasing Group Enter the appropriate purchasing group

Default data for items

Item Category Enter (Blank ) for Standard

Acc. Assignment Cat | Enter the necessary account assignment category:
K — Cost center procurement (used for non-asset based
procurement)

S — USA Program (used to identify those items to be USA’d)
F — Internal order and cost center procurement (used when
procuring for a special event that will be tracked using an internal

order)
Delivery Date Enter the desired Delivery Date.
Site Enter the site code that coincides with the company code for

which the requisitioned items are being procured.
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Merchandise Enter the appropriate merchandise category for the items being
category procured:

2050001 TEXT RENTALS

2070001 TEXT SUPPLIES/SERVICES

Acknowledgement Check this indicator if each purchase order item is to be
reqd acknowledged by the vendor.

Purchase order Edit Header Item Environment Swstem  Help

cce bk onan AR @

I 4& 3 l:j Ref. to PFReq l:j Ref. to contract D Reference to AFQ

A1

Wendar W—
Order type i‘ﬁl‘:l“““

Furchase arder date iﬁm
Furchase arder ’.w“

i. ﬂlganizatiunal data ........................................................................... 2 AT S S AT T e

Purch. organization 12 aaa
Purchaging group ;2 a3

[tem categaony i—

Acct azzignment cat, fl:

Delivery date ;-[?I- W
Site 1892

Storage location ﬁﬁﬁf
Merchandize categaony W _%,
Req. racking number i_—-———m
Frice date r___________—_
Yendor zub-range i-.......w

Fromation ;

[ Acknowledgment regd
...................................................................................... i bt i R i B

Press the Enter key or click the green checkmark @ to continue.
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Screen 2: Create Purchase Order: Header Data

Field Description/Usage

Incoterms This field represents shipping terms and should default to the
shipping terms from the vendor master record. Shipping
terms normally used “free on board - destination”(FBD) or
“free on board-shipping point” (FBS) . The second field
should be used to define the BASE location of the delivery
destination (i.e. Naval Station XYZ)

Quotation Date Enter the date the quotation was given if applicable

Quotation Enter the number of the quotation if applicable

Your Reference

Enter the locally determined requisition number if
appropriate. If not, you can enter °.” as default or use the field
for another data element determined by local users.

Reference Number

This requirement has been determined to be optional under
SAP .We suggest using this field to identify “USA
purchases”, or use the field to identify some other piece of
data such as AFNAFPO contract number or GSA contract
number.

Requis. officer

Enter the name of the Requisitioning officer (Activity
Manager)

Telephone

Enter Telephone Number of Requis. Officer

Version 4 —October 2001
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Purchase order Edit Header Item Enwironment System  Help

& | Adgeae DHE oot RE @
| KAth(&HED G
Purchasze order i Company code 1353 Purchaging aroup ;2 a3
[locument type lHFI Purch. organization !2 aaa
Wendor !hﬂﬂﬂﬂﬂﬂ??:} AMERICAM HOTEL REGISTAR CO
: Administlati?e ﬁEIdS ....................................................................................................... b aelzie _i
PO date !HBIEEIE aa

FPayment terms

Fayment in

Payment in

- Termz of delivery and payment————————

Voot

38 Days

r- Days
;.........- Diayz net

Payment in

| Quatation date
| our reference
Requizitioner

Suppl. vendor

Currency
; %
i % Incotems

__________________________________________________________________________________________________ s

; H EI:EIEHCE data b T T e T e E T A e T T e e R T b

—

[luotation

[IMv123

Reference no.
Telephone

|Fvnicing party

—

[sUPPLIES

I

Press the Enter key or click the green checkmark @ to continue.

Screen 3: Create Purchase Order: Item Input

Field Description/Usage

Article Leave Blank.

Short Text Enter the appropriate Reference Short Text Description.

PO Quantity Enter the appropriate Number of Items Ordered.

OUn Order unit (i.e. EA for each)

Delivery date If you selected a delivery date in the document header, the
date will carry over to all line items. If not enter date of
delivery, or system defaults today’s date.

Net price Enter net ordered price

Per Value specifying for how many units of the order price unit

the price is valid.
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OPUn Order price unit. Order price units and Order units are often
identical. However, you may purchase items that are
“prices (for example) by the case, but are purchased by
individual unit. In these instances, you will be prompted to
provide the system with a conversion of the individual unit
to case. For example, you may buy wine by the bottle, but
it is priced by the case — you must provide the conversion
amount of bottle to case (usually 12 bottles to a case).

R (Returns) Check this box if the item is being returned to the vendor.
Free Check this box if the item is of no cost. For example if a
vendor offers a “Buy ten get one free” special, ten items
should be purchase on one line and the free item should be
on another line and checked as Free.

Purchase order  Edit Header Item Enwironment Swstem  Help -

(& | FlEBcEa@ CHME D00 | HR|®@

|||§£E2 OGRS RAHETERE Bictass & E @

Purchaze arder i Order type !-I“I-I;_~ PO date ins;zs;znm

Wendor ihl]l]l]l]l]l]??3 AMERICAN HOTEL REGISTAR CO Currency usp

PO items
Item | § AL Article Shaort text PO quantity OUr C | Deliv. date Met price Fer 0P kdze catﬁ
1 ,K AEMGINE 2[ER D |B8/27/28M 3e6.881 EA [267000) =
2 K OIL CANS 18EA D |BB/27/72881 8.581 ER| !??"‘""‘
3 ,I{ b |egs27/2801 287000
4 EK S D |e8/27/28M 2087008
5 |K D |e8/27/28M 2087008
6 il{ K D |e8/27/28M 2087008
7 |K D |e8/27/28M 2087008
8 iK D |e8/27/28M 2087008
9 :K D |e8/27/28081 207008
18 EI{ 1 D |ags27/2001 287000
11 K D |(8B/2772881 2087008
12 !K A D |e8/27/28M 2087008
13 :K J D |e8/27/28M 2087008
14 !K D |e8/27/28M 2087008
15 !K D |e8/27/28M 2087008
16 :K D |e8/27/28081 207008
17 K D |ags27/2001 287008
18 K J D |(8B/27728081 2087008
19 il{ / D e8/27/28M 207000 |

1 | [
Item i‘m“

Press the Enter key or click the green checkmark g to continue.
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Screen 4: Create Purchase Order: Account Assignment for Item XXXXX

Field Description/Usage

GR With single account assignment, only flag the GR checkbox.
With multiple account assignment flag the GR non-val
checkbox as well as the GR indicator.

SAP does not currently allow valuation at time of goods
receipt for purchase order items that use multiple account
assignment. Valuation means that the general ledger is
updated.

GR non-val Check to specify that the goods receipt for this item is not to
be valuated at time of goods receipt. This indicator is only
required for multiple account assignment PO items. Many
asset purchases require multiple account assignment (e.g.
purchasing 200 cases of golf balls on a single PO line item, but
some of the cases need to be expensed to a different cost
center.

Distribution This field is only required when using multiple account
assignment. Enter “1” to apportion the total value of the PO
line item to each individual asset based on the quantity each
asset record will be assigned (usually a one-for-one basis).

Partial invoice This field is only required when using multiple account
assignment. Enter “2” to apportion of partial invoice receipt
(IR) quantities to goods receipt (GR) quantities on a
proportionate basis.

Quantity If the costs associated with the PO item are to be expensed to a
cost center, enter the quantity of the total PO item quantity that
should be assigned to this cost center.

Cost center Enter the cost center to which the PO item costs should be
expensed. If multiple account assignment is to be used, then
enter each cost center on a different line beside the appropriate
quantity.

G/L account Enter the g/l account to which the PO item costs should be
coded. If multiple account assignment is to be used, then enter
each g/l account on a different line beside the appropriate cost
center. Remember if you are procuring an item you want to
be “USA’d” you must use the “S” as account assignment
category and encode the item to the original expense account
(e.g. 701000, 686000, 703000, etc.) Do NOT enter USA
Offset account number in this field — you will receive an
ERROR!

D To delete a particular account assignment line item, flag
corresponding the deletion indicator. Press Enter to actually
delete the line item.

A Flag this indicator to display further information on an account
assignment.
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Purchase order Edit Header Item Environment Swstem  Help

|G| O ec@RER D00 BE @
|2
[tem |1— AcchhzsCat IE Cluantity |2 Ed
% v GF Company code 1353 Diigtribution Il_ﬂ
[T GR noneval ¥ IR Partial invoice
Acct, aszgts
Mg Quantiby/percent Cozt cir G/l acct O 1A
12.8088 1898 a1 i
2 - m
3 |
4 |
5 i
6 | m
7 -
8 i
9 C
18 -
11 -
12 L
13 -
14 |
15 |
16 1 IRH |
17 i
18 |
19 |
20 |

Click E to return to the previous screen.
Now select the PO item by clicking once on the line itself to add further details.

To add a delivery address to the PO line item use the Menu Bar path: Item =» More functions =
Delivery address
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Screen 1: Delivery address for item XXXXX

Field Description/Usage

Address (Top right) | The delivery address will default from the site’s master record. If
an alternative address is needed for delivery you may type this in
manually.

Though the screen shows that 40 characters can be typed in for the
"NAME" of the delivery location, the system will produce a
warning message indicating that the last 5 characters may NOT
PRINT out properly on the purchase order. You can click through
this warning, but you may notice the address does NOT print in
full on the actual purchase order document. We suggest you use
only 35 characters to record the NAME.

If the delivery address will be used regularly, contact the system
administrator to request that the delivery address be created in the
system and accessed through the pull down menu at the top of the

screen.

Vendor Leave this field blank.

Title Enter the title of contact person if appropriate.

Name Enter the name of contact person. This field must always be filled.

House Address

Street Enter the street address, including the building number and suite
number.

House number Leave this field blank. This field may be used in the future.

Postal code Enter the ZIP code of the delivery address.

City Enter the city.

District Leave this field blank.

Country The country always defaults to “US”. For the pilot
implementation, the country will always be “US”.

Time zone The system default value can be accepted.

Region Enter the state code in this field.

Jurisdict. code Leave this field blank as MWR and VQ do not charge or pay sales
taxes.

Communication

Telephone Enter the telephone number of contact person for the delivery.

Fax Enter the fax number of contact person for the delivery.
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-5 pelivery Address for Item 00001

Site 10692 Address I 3
Star. loc. r“ i
Yendor i-..--.--.-.-.-m

S R Bt e S S R s
Title | ]
M arne % ]YDHK AUTO SKILLS SHOPAEHICLE STORAGE

[NS NORFOLK
Search terms = BB e e B e T e = = .

Search term 1/2 | :

> Stleet addlﬂss A SR R e N T T e T e R Ty RS T A T e L T D A T S T T e S LT T e i e e AT e T D b i e e BT
Houze no./street | iELDG A-128
City/Fign/PHicd [NORFOLK {ua |23511-2893
Countoy m«u LISA Yirginia

{ Time zone EST Jurisdict. code

iz PD hux add[ess ..................................... LT i P e T e e e e P e e e e e D R L e S
PO Box
Postal Code r—-—-—-—-—-—-.u
Comparny postal code l.------—...-

I R e e B B e i e &
Language I Englizh _'_j Other communication. ..
Telephone [(757) Bu5-1831 - -
Fax | 5 I “—5
E-mail | =]
B I 1

fj @.fi‘-.duptl @ Heseti Repeat address Dnj Repeat address off i ﬁi

To use this delivery address for all subsequent PO line items, press the [Repeat address on] push-

button. Press the L[] Adopt

icon to record the delivery address.

To add planned freight charges to the PO line item, select the item and use the Menu Bar path:

Item =» Conditions

/ NOTE: Freight added to a PO line item will be expensed to that line item (to the G/L account

number of the line item)

Version 4 —October 2001
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Screen: Purchase order create: Item conditions

Field Description/Usage

CnTy To enter a planned freight amount only, enter condition type
FRBI1. Using any other freight condition will cause the system
to print the freight charge on the purchase order. These other
condition types will however be accepted by the system. Be
careful to always enter FRB1. An additional condition type is
available-ZXXX. This condition should be used for set-up
charges or fees.

Rate Enter the freight amount as a single dollar amount.
Curr. USD as default

Per Leave this field blank.

UoM Leave this field blank.

Conditions Edit Goto  Swstem  Help

@] ClWece CHE vnoan BEE|@
|
i I
Item i1 Aticle
iy [ 1]ea Nt 3,500.00 |USD
CnTy| Mame Rate ECun. per Uohd Condition value gCurr. MNumCCoi OUn | CConDe | Un | Condition value |
PBXX|Grozss Price 3,5080.00 |USD 1{EA 3,5088.080 EUSD 1EA 1|ER =]
SUBTOTAL 3,5868.88 EUSD 1{EA 3,588.88 %USD 1EA 1EA --!
TOTAL 3,500.08 [USD 1{EA 3,508.00 USD 1ER 1ER
|+
J 1 [»]
@1 j E! L Condition rec. ; m Analysis ﬁ Update l
Press @ to record the planned freight amount. The system will now display the freight

value and the total value of the purchase order. The cash discount condition can be ignored
as it will not affect the total value of the purchase order. It is merely showing the potential
cash discount that can be expected if the discount payment terms are met by the payment
program.
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Click E to return to the previous screen.

When entering planned freight (delivery costs) for a line item that uses multiple account
assignment, the system will display a warning message asking whether the delivery costs
should be deleted. Always choose “No”. The system may display this message several
times. Always choose “No”. This warning message appears because currently the system
cannot use planned delivery costs for multiple account assignment PO line items during the
GR and IR stages of the procurement process. However, MWR and VQ procurement policy
dictate that the freight charges must always appear on the purchase order. SAP is
developing this functionality for a future release.

To add planned freight charges to the entire PO (that is freight that applies to all items on
the PO and will be fairly allocated), DO NOT select a line item and use Header S
i

Conditions

/ NOTE: Freight added to the entire PO will be EQUALLY expensed to each line item
(to the G/L account number of the line item)

Field Description/Usage

Cnty Use drop-down arrow and click on freight FRB1

Rate Enter the total amount of freight on the purchase order
Currency Leave Blank, will fill in automatically

Condition Value Leave Blank,will fill in automatically
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Conditions  Edit  Goto  System  Help §
@ |l Wieae Ok vnon FAA| @
Item Il] Article
et 3,588.88 [USD
CnTy| Mame Rate Curr, per Uakd Condition value | Cur, Condition value CdCur ﬁ
PBXX|Gross Price 3,5808.88 |USD a.88 I
SUBTOTAL 3,5808.0808 |USD a.88 —
FRBA(FREIGHT 25_@eusD |USD a8.88
TOTAL 3,588.88 |USD a.88
] op
gl Bl G Condition rec. 1 Activate o Update
M
Press g or press the Enter key to record the planned freight amount. The system will now
display the freight value.
To see the total value of the purchase order with freight, click E to return to the previous
screen.
Press Conditions i The system will now display the freight value and the total value of
the purchase order. The cash discount condition can be ignored, as it will not affect the
total value of the purchase order. It is merely showing the potential cash discount that can
be expected if the discount payment terms are met by the payment program.
CnTy ] Mame R ate Curr. pEr lobkd Condition value Curr. |
PBR&|Grozz Price 3.588.88 USD
SUBTOTAL 3.588.88 [UsSD
FRBA|FREIGHT 25.88 |UsD 25.488 UsD
TOTAL 3,525._88 USD

To add detailed long text for a PO line item, select the line item by clicking on it, then use
Item =» Texts = Text overview. Use the page Up and Page Down icons to move through
the list of text types.
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Screen: Create Purchase order: Texts for item XXXXX

Field Description/Usage

Detailed item text Use this text type to describe the item being procured in
unlimited detail. This useful when the short text of the PO line
item is not descriptive or long enough to fully identify the item.
This text will print on the purchase order.

Info Record PO text | Do not use this text type. It is reserved for future enhancements
to the procurement functionality of the MWR SAP system.

Material PO text Do not use this text type. It is reserved for future enhancements
to the procurement functionality of the MWR SAP system.
Item Delivery text Use this text type to describe the delivery instructions for the

item being procured in unlimited detail. This useful when the
delivery requires special instructions that the vendor must know
about. This text will print on the purchase order.

Quote details Use this text type to record any information about the quote(s)
received for this particular item being procured. This text will
NOT print on the purchase order, but will be available to user
on-line.
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™ Create Purchase order : Texts for Item 00001
:‘ hase order  Edit Header Item Environment Swskem  Help

@Lungtext @ 3

[term 11 ; [tem cateqany r Arcct aszig.cat, i‘l?l‘
Article i M dze categaony ilﬁ 3008 Site 1818
Shaort ket iTHE.-‘l'-.DMILL Star. location i
| Item tEHtS e b e R e T e M e LT e e R L e e R e L e e e T T i i
T=tTope Teut hore best Statusz

¥ ltem text

;TFE.-’-'-.DMILL MODEL #1485 BLACK./SILYER
i =

[ Deliven test

[ Quote details [Does Mat Print)

i
| =

To record unlimited long text simply click on the checkbox located beside the text type,
then press the [Long Text] push-button. A screen will appear where the text can be
recorded in a fashion similar to a word processor. To return to the previous screen when

you are finished recording the long text, simply click © to return to the PO line item
overview screen.

Perform one last review of the information entered.

-y
The purchase order can now be saved by clicking .

The system will return a message: “Document no. 45XXXXXXXX created”
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z Change Purchase Order (For Inventory, Supplies, Services, Prepaid Tickets,
Consignment and other “Stock” Inventory)

LOGISTICS = RETAILING = PURCHASING = PURCHASE ORDER =
PURCHASE ORDER = CHANGE

Transaction: ME22

Field Description/Usage
Purchase order Enter the number of the purchase order to be changed

Press the Enter key or click the green checkmark g to continue.

Screen: Change Purchase Order: Item overview

Field Description/Usage
Account Assignment | Change the account assignment category if required. Note that
Category the account assignment details will also need to be changed. This

field cannot be changed after goods receipt or invoice receipt for
this PO line item has occurred.

Short Text Change the required Short Text Description. This field can
always be changed, even after goods receipt or invoice receipt.
PO Quantity Change the quantity of items ordered, if required. The quantity

can be changed after goods receipt but the system issues a
warning if the Delivery Complete indicator was set during a
previous goods receipt. This indicator is set to inform the use that
further deliveries are not expected.

OUn Change the order unit of measure (e.g. from CAS to EA). This
field cannot be changed after goods receipt or invoice receipt for
this PO line item has occurred.

Net Price Change the order price per unit, if required.
Delivery date Change the date of delivery, if required.
Merchandise Change the merchandise category, if required
category
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ﬁurchase order | Edit Header Item Environment System Help L]

@ || Hoeee CHE DDLD BE @

B DA mAEBAHEBINE Bict st a2k E @

Purchaze order mﬁ Order type !ﬁ-ﬂ-—“ PO date m

Vendar [+9B88BA973 AMERICAN HOTEL REGISTAR CO Cunncy usD

PO items
Item | % A1 Article Short text PO quantity OUr C | Deliv. date Met price Per OPL Mdse catjf?
1 K AENGINE 2[EA (D |BB/27/20801 3e8.a881 EA (287008~
2 |K ACOIL CaNS 168[EA D |B8/27/2001 8.581 EA 287000
3 K D ag/27/2001 2087000
4 K D |88/27/2001 287800
5 |K D ags27 /2001 2871800
1] K D |88/27/2001 287800
7 |K D |88/27/2001 287800
8 |K D |88/27/2001 287800
9 |K D |88/27/2001 287800
18 |K D ags27/2081 287800
11 |K D |88/27/2001 287800
12 K D 0gs27 /200 287800
13 |K D |88/27/2001 287800
14 |K D |88/27/2001 287800
15 K D |(88/27/2881 2878600
16 K D (8872772001 287800
17 K D 8gs27/2081 2871800
18 |K D (8872772001 287800
19 K D |88/27/2001 2087000(+|

1 [+]

To change further PO item details select the line item and use Item =» Details

To change the delivery address of a PO line item, select the item by clicking on it and then
use the Menu Bar path: Item =» More functions = Delivery address

Screen 1: Delivery address for item XXXXX

Field Description/Usage

Address If the appropriate delivery address already exists in the system,
change the address code in this field. The search help pull-
down can be used to search for delivery addresses.

Where a delivery address does not exist, leave this field blank
and change the address information in the appropriate field
described below. If the delivery address will be used regularly,
contact the system administrator to request that the delivery
address be created in the system.

Vendor Leave this field blank.

Title Change the title of contact person, if required.

Name Change the name of contact person, if required. This field
must always be filled.

House Address

Street Change the street address, including the building number and
suite number, if required.

House number Leave this field blank. This field may be used in the future.

Postal code Change the ZIP code of the delivery address, if required.

City Change the city, if required.
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District Leave this field blank.

Country The country always defaults to “US”.  For the pilot
implementation, the country will always be “US”.

Time zone The system default value can be accepted.

Region Change the state code in this field, if required.

Jurisdic. code

Leave this field blank as MWR and VQ do not charge or pay
sales taxes.

Communication

Telephone Change the telephone number of contact person for the
delivery.

Fax Change the fax number of contact person for the delivery.

Version 4 —October 2001
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] Dalivery Address For Item 00001
Site 1892 Adchess I =
Star. loc. ;““M o

Wendar ;-.—..—...—..—-..-
Name ...... Ay 2 DT LA s e e e e AL e S
Title i =
M ame iYDHK AUTO SKILLS SHOPAEHICLE STORAGE
_ [NS NORFOLK
L . sevesseeseweeeeeesss L 6 ;
.Sea":h BIEIIIEE = e oo et e e e e e o et A e v VAL T SV AL R L L i
Search temn 1/2 j .

e e e S D A e G S R A e B A T i
House no. Astreet i ;ELDG A-128 |
City/Rgn/PHCd [NORFOLK lua |23511-2893
Countmy i‘IEw 54 Yirginia

_ Time zone EST Jurizdict. code
J SRR R, = R e R s R e U e N T e e L S S e e =
i e B e R S S R e B i e e e :

PO Bo [
Postal Code !—-——
Compary poztal code i_-----m

e e por i LU KA e R Wy ) R S P L T S

Language ! Enrglish :_j Other communication
Telephone [(757) Bu5-1831 - -

| Fax i = ; E
|
E-rnail % : _....EE. _j’_j

: fﬁi iﬁ.f;-.dnpt_! t@ Heseti FRepeat address u:unj Repeat address aff 1 ﬁ_!

Press the Lﬁj_ﬂldfft..l icon to record the delivery address.

Click E to return to the PO line item overview screen.

To add planned freight charges to the PO line item, select the item and use the Menu Bar path:

Item =» Conditions

/ NOTE: Freight added to a PO line item will be expensed to that line item (to the G/L account

number of the line item)
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Screen: Purchase order create: Item conditions

Field Description/Usage

CnTy To change or enter a planned freight amount only, enter
condition type FRB1. Using any other freight condition will
cause the system to print the freight charge on the purchase
order. These other condition types will however be accepted by
the system. Be careful to always enter FRB1. An additional
condition type is available-ZXXX. This condition should be
used for set-up charges or fees.

Rate Change or enter the freight amount as a single dollar amount.
Curr. USD as default

Per Leave this field blank.

UoM Leave this field blank.

Zonditions Edit Goto  Syskem  Help

@ | lecee DHME anod A @
—_ = = -
i IS
Item 11 Aiticle
Qy [ 1] Met 3,500.80 |USD
ChTy| Name Fate iCurr. per Lok Condition walue !Curr. MumCCof OUn | CConDe | Un | Condition value jT]
PBX#|Gross Price 3,500.00 |USD 1ER 3,500.080 |USD 1)EA 1|ER o=
SUBTOTAL 3,580.00 [USD 1iER 3,500.00 USD 1EA 1EA al-—'
TOTAL 3,500.00 [USD 1/ER 3,500.00 [USD 1/EA 1/EA [
| s
o 1 [+
g;! B! <t Condition rec. i Ml analpsis i) Update i
Press g to record the planned freight amount. The system will now display the freight value

and the total value of the purchase order. The cash discount condition can be ignored as it will not
affect the total value of the purchase order. It is merely showing the potential cash discount that
can be expected if the discount payment terms are met by the payment program.

Click E to return to the previous screen.
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When entering planned freight (delivery costs) for a line item that uses multiple account
assignment, the system will display a warning message asking whether the delivery costs should be
deleted. Always choose “No”. The system may display this message several times. Always
choose “No”. This warning message appears because currently the system cannot use planned
delivery costs for multiple account assignment PO line items during the GR and IR stages of the
procurement process. However, MWR and VQ procurement policy dictate that the freight charges
must always appear on the purchase order. SAP is developing this functionality for a future
release. Further details as to how planned freight (delivery costs) will be handled at invoice receipt
are explained in process document MMBPO0O03.

To change planned freight charges to the entire PO, DO NOT select a line item and use Header =

=» Conditions i

NOTE: Freight added to the entire PO will be EQUALLY expensed to each line item (to the G/L
account number of each line item)

Field Description/Usage
Cnty To change use drop and click on freight FRB1
Rate Change or enter the total amount of freight on the purchase
order
Currency Leave Blank will fill in automatically
Condition Value Leave Blank will fill in automatically
Conditions  Edit  Goto  System  Help -
& || e ce@ oMK bnoan | AR @
Item !-l]___ Article
Net 3,500.080 [USD
CnTy | Mame Rate Curr. per Uok Condition valug % Curr. Condition walue CdCur ﬁ
PBXX|Gross Price 3,5688.08 EUSD 8.88 e
SUBTOTAL 3,5008.608 %USD 8.88 —
FRBA(FREIGHT 25.[1[*USD |USD 8.88
TOTAL 3,580.08 USD 8.88
am o
Egj Bl iy Condition rec. 1 Activate i Update
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&

Press to record the planned freight amount. The system will now display the freight value.

To see the new total value of the purchase order with freight, click E to return to the previous
screen.

Press Conditions & The system will now display the freight value and the total value of the
purchase order. The cash discount condition can be ignored, as it will not affect the total value of
the purchase order. It is merely showing the potential cash discount that can be expected if the
discount payment terms are met by the payment program.

I:nT_I,I_I M ame R ate Curr. pEr lobkd Condition value Curr. .

E‘BNX Grozs Price 3.588.88 USD
SUBTOTAL s e 3,500.80 USD

FRBA|FREIGHT 95_80 |USD 4 25_80 |USD
TOTAL 3,525_80 USD

To add detailed long text for a PO line item, select the line item by clicking on it, then use
Item =» Texts = Text overview. Use the page Up and Page Down icons to move through the list
of text types.

To change PO line item detailed texts, select the item and use the Menu Bar path: Item = Texts
=> Text overview.

Screen.: Change Purchase order: Texts for item XXXXX

Field Description/Usage

Item text Use this text type to describe the item being procured in
unlimited detail. This useful when the short text of the PO
line item is not descriptive or long enough to fully identify the
item. This text will print on the purchase order.

Delivery text Use this text type to describe the delivery instructions for the
item being procured in unlimited detail. This useful when the
delivery requires special instructions that the vendor must
know about. This text will print on the purchase order.
Quote details Use this text type to record any information about the quote(s)
received for this particular item being procured. This text will
NOT print on the purchase order, but will be available to user
on-line.
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Purchase order Edit Header Ikem Enwironment Swsktem  Help
I 2

& |

" [ZF Longtest T} M

Item ;1 ; Item category ;.... Aoct assig.cat. ;T{“
Article i b dz=e category ;2 a7Faaa1 Site 31 a2
Short bext iENGINE Stor. location i
Item texts —————— = P R LE R I R PEE LT
T=tType Te=t bore te:xt Status
I ltem te=t %
[ITEM# 552524
| I
I Deliven text
| =
I Quote details [Does Mat Print)
| Iz

To change the long text simply click on the checkbox located beside the text type, then
press the [Long Text] push-button. A screen will appear where the text previously entered
can be changed or new text recorded in a fashion similar to a word processor. To return to

the previous screen when you are finished changing the long text, simply Click E

Click E to return to the PO line item overview screen.

To save the changes made to the purchase order, Click on the Save icon

Delete a PO line item

To delete a PO line item, select the item by clicking on it, then use Edit = Delete line. The line
item will be flagged for deletion and will appear in a display-only gray color.

Add a PO line item

To add a new PO line item, just enter a new item the same way as when creating a new purchase
order.
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z Display Purchase Orders (For Inventory, Supplies, Services, Prepaid Tickets,
Consignment and other “Stock” Inventory)

Menu Path: Logistics = Retailing = Purchasing=»Purchase Order =»Purchase Order
= Display

Transaction: ME23

Screen 1: Display Purchase Order: Initial Screen

Field Description/Usage
Purchase order Enter the number of the purchase order to be displayed
Press g to continue.

The purchase order line item overview screen is displayed. The purchase order screens can
be navigated as when changing the purchase order.

z Close Purchase Order Line Items

To close a purchase order line item manually after goods receipt and/or invoice payment, all
that is required, is to change the purchase order line item quantity to be equivalent to that of
the quantity received. This will also delete the commitment against the relevant G/L
account and cost center.

Menu Path: Logistics—> Retailing—> Purchasing—>Purchase Order-> Purchase Order
- Change

Transaction: ME22

Enter the purchase order no.

Click on @ or pressﬂl until the item overview screen appears.

Change the quanitity

Click on the Save icon to save the Purchase Order changes
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z Delete Purchase Order

Purchase order line items can be deleted before or after the order has been approved.
Deleting all line items of a purchase in effect cancels the whole purchase order. The actual
purchase order is NOT DELETED from the system (for audit trail purposes), but instead all
line items are cancelled and the purchase order cannot be received against/invoice against.
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Line items cannot be deleted where goods have been receipted. A deleted line item will
remove the commitment against the relevant G/L account and cost center.

Menu Path: Logistics—> Retailing > Purchasing—> Purchase Order-> Purchase Order
- Change

Transaction: ME22

Enter the purchase order no.
Click on @ or pressml until the item overview screen appears.
Click on the [Select All] push-button to select line item/s to be deleted, then;

Click 5}

Click on g to confirm

The deleted line item/s will grey out with an ‘L” appearing to the far left of the line item.
This means the line has been deleted.

Click on the Save icon to save the Purchase Order changes.
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z Create Purchase Order (when procuring an asset)

Warning: This transaction should only be used for creating asset purchase orders. If you are
procuring an asset that is to be funded under the Utilization, Support and Accountability
Practice (USA'd), DO NOT follow these procedures. These items MUST be created following
the procedures for procuring consumables, services, etc. The item should then be encoded to the
general ledger account Minor Property (account 686000). In turn, an asset shell (master record)
should be created using the Asset Accounting module (using the Asset class for APF items). Refer
to the Asset Accounting procedures for further guidance.

LOGISTICS = RETAILING = PURCHASING = PURCHASE ORDER PURCHASE
ORDER=>CREATE = VENDOR KNOWN

Transaction: ME21

Screen 1: Create Purchase Order: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number for which the purchase
order will be issued. Note that if the vendor has never
been used before, a vendor master record must have
already been created. MWR HQ procurement will create
vendor master records on an ad hoc basis for all
bases/funds.

Order Type Enter order type NB for Purchase Orders under $25K, NA
for Purchase Orders over $25K

Purchase order date | Insert date of Approved Manual Purchase Requisition
Purchase order System default.

Organizational data
Purch Organization | 2000 - MWR Purchasing Organization

Purchasing Group Enter the Base or Region using pull down menu selections
Default data for items

Item Category Enter (Blank ) for Standard

Acc. Assignment Cat | A — Asset

Delivery Date Enter the Desired Delivery Date.

Site Enter Site
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Merchandise 400161001 — FA: PREPD NC FF&E

Category 400165000 — FA: PREPD MINOR PROP

400171000 — FA: VEHICLES

400172000 — FA: MWR CF VEHICLES

400173000 — FA: FF&E

400174000 — FA: MWR CF FF&E

400175000 — FA: BUILDINGS & FAC

400176000 — FA: MWR CF BUILDINGS

400177000 — FA: BLDG & FAC IMPRV

400178000 — FA: MWRCF BLDG IMPRV

400179000 — FA: AuC

Acknowledgement Check if the purchasing order is to be acknowledged by
reqd. the vendor. A notation will print on the purchase order
indicating an acknowledgement is required.

Account assignment (G/L account) has been determined by the merchandise
category chosen, where the last six digits of the merchandise category coincide with
the G/L account.
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Help

@ | HEcoe DM vnon HE @

, 2 {3 [ [)Ref oPReq [ Ref tocontract [ Reference to RFQ
Wendor W

Order type ’-I;;—-

Furchase arder date m-

Purchase order ’........................

1] izational data

Purch. organization EEEE

Purchasing group 2m

Default data for items

Item category r

Acct azzignment cat, [;

Dlivery dats [o [e82701

Ste [1e18 Ly

Starage location rl]-lﬁ]-;

Merchandize category W

Req. tracking number ;-—-—-—-—-—-—-—-

Price date r

“Wendor sub-range —

Framation i—-—-—-—-——-—-——-

[T Acknowledgmert reqd

|341 (1) (100) > | mwrsapl [INS | 15:29

;astartﬂj M & i || Saversons | Bpmicrosoft word .| e seP Logon 460 | aglcreats Purchas... | EcomveRTED TH... @ Sal z2aPm

Press the Enter key or click the green checkmark @ to continue.

These are the inputs to the following screen:

Field Description/Usage

Incoterms This field represents shipping terms and should default to the
shipping terms from the vendor master record. Shipping
terms normally used “free on board - destination”(FBD) or
“free on board-shipping point” (FBS) . The second field
should be used to define the BASE location of the delivery
destination (i.e. Naval Station XYZ)

Quotation Date Enter the date the quotation was given if applicable
Quotation Enter the number of the quotation if applicable
Your Reference Enter the locally determined requisition number if

appropriate. If not, you can enter ‘.” as default or use the field
for another data element determined by local users.
Reference Number This requirement has been determined to be optional under
SAP .We suggest using this field to identify “USA
purchases”, or use the field to identify some other piece of
data such as AFNAFPO contract number or GSA contract
number.
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Requis. officer

Enter the name of the Requisitioning officer (Activity
Manager)

Telephone

Enter Telephone Number of Requis. Officer

™ Create Purchase order : Header Data

Purchase order Edit Header Item Environment System Help

|lfBZanmDa

Purchase order ; Comparny code

Document type

11 353 Purchasing group 2m
iNR Purch. organization 2008

Wendor illl]ﬂl]l]l]l]!l11 Fvé MONARCH

Admini ive fields B S S O M .
PO date ;BBJ’ZZIZI]IH
Terms of delivery and pay

Payment terms ;U aes
Payrnent in 1 Daps i %

Payment in ; [rayz net

Currency usp

Fayment in i Days ; % Incaterms ;FBD !NAVAL STATION MORFOLE

Ref data—

Quatation date W Quatation

“rour reference W Refersnce no. iUSA FURCHASE
Fequisitioner W Telephone
Suppl. vendor ;..................r.. Invoicing party i..................:

—

5071

i ¥ Microsaft Word i & SAP Logon 460 !Eell:reate Purch.. 4 CONVERTED TH...i

GaToe

Press the Enter key or click the green checkmark @ to continue.

These are the inputs to the following screen:

Field Description/Usage

Article Leave Blank.

Short Text Enter the appropriate Reference Short Text Description.

PO Quantity Enter the appropriate Number of Items Ordered.

OUn Order unit (i.e. EA for each)

Delivery date If you selected a delivery date in the document header, the
date will carry over to all line items. If not enter date of
delivery, or system defaults today’s date.

Net price Enter net ordered price
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Per Value specifying for how many units of the order price unit
the price is valid.

OPUn Order price unit. Order price units and Order units are often
identical. However, you may purchase items that are
“prices (for example) by the case, but are purchased by
individual unit. In these instances, you will be prompted to
provide the system with a conversion of the individual unit
to case. For example, you may buy wine by the bottle, but
it is priced by the case — you must provide the conversion
amount of bottle to case (usually 12 bottles to a case).

R (Returns) Check this box if the item is being returned to the vendor.

Free Check this box if the item is of no cost. For example if a
vendor offers a “Buy ten get one free” special, ten items
should be purchase on one line and the free item should be
on another line and checked as Free.

™ Create Purchase order : Item Overview ==
Purchase order Edit Header Item Environment System Help
20 N @lec@lhRE D00 BE @
i
| B UDOES@FEEAH TSR Bicctag st & @
Purchase order (e Order type Wﬂ PO date m
Vit [hooBEEBLT1 FPra MONARCH B usD
PO itermns
Item A1 Article Shaort text PO guantity OUdn C | Deliv. date Met price Per OPL Mdse cat ﬁ
1 A TREDMILL 1ER D |B8727/720Mm 3500.081 ER (4173008 [+
2 A J_ D |B8/27/20M 4173008 —
3 A D |B8/27/2001 4173080
4 A D |B8/27/2001 4173080
5 A D |B8/27/2001 4173080
6 A D |B8/27/2001 4173080
7 A D |B8/27/2001 4173080
B8 A D |B8/27/2081 4173088
9 A D |B8/27/2081 4173088
18 A D |B8/27/2081 4173088
11 A D |B8/27/2081 4173088
12 A D |B8/27/2081 4173088
13 A D |B8/27/2081 4173088
14 A D |B8/27/2081 4173088
15 A D |B8/27/2081 4173088
16 A D |B8/27/2081 4173088
17 A D |B8/27/2081 4173088
18 A D |B8/27/2081 4173088
19 A D |B8/27/20881 4173008 [+
4 [ [+]
Item !I_—u
[BAT A1A00) > [muwsapl [INS [ 15:47
hstart ||| [ @ 43 || Saversion s | B miroscrt word . | @ 4P Logan 460 |[eelCreate Purch.. | 4 COMVERTED TH... |7 >a  marem

Press the Enter key or click the green checkmark g to continue.
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These are the inputs to the following screen:

Field

Description/Usage

GR

With a single account assignment, only flag the GR checkbox.
With multiple account assignments, flag the GR non-val
checkbox as well as the GR indicator.

SAP does not currently allow valuation at time of goods receipt
for purchase order items that use multiple account assignment.
Valuation means that the general ledger is updated.

GR non-val

Check to specify that the goods receipt for this item is not to be
valuated at time of goods receipt. This indicator is only required
for multiple account assignment PO items. Many asset purchases
require multiple account assignment (e.g. purchasing 20
computers on a single PO line item, but each computer needs to
be capitalized individually using its own unique asset master
record (inventory tracking purposes)).

Distribution

This field is only required when using multiple account
assignment. Enter “1” to apportion the total value of the PO line
item to each individual asset based on the quantity each asset
record will be assigned (usually a one-for-one basis).

Partial invoice

This field is only required when using multiple account
assignment. Enter “2” to apportion of partial invoice receipt (IR)
quantities to goods receipt (GR) quantities on a proportionate
basis.

Quantity

Leave this field blank if a new asset is to be automatically created
by the system. If the costs associated with the PO item are to be
capitalized to an existing asset record, enter the quantity of the
total PO item quantity that should be assigned to this asset
number.

Asset

Leave this field blank if a new asset is to be automatically created
by the system. If the costs associated with the PO item are to be
capitalized to an existing asset record, enter the asset master
record number in this field.

The asset number, together with the asset sub-number, identifies a
fixed asset in Asset Accounting.

Sub-asset

Leave this field blank if a new asset is to be automatically created
by the system. If the costs associated with the PO item are to be
capitalized to an existing asset record, enter the asset master
record number in this field.

This is the number that, together with the asset main number,
uniquely identifies a fixed asset in Asset Accounting.

To delete a particular account assignment line item, flag
corresponding the deletion indicator. Press Enter to actually
delete the line item.

Flag this indicator to display further information on an account
assignment (e.g., display the g/l account to which the asset record
is assigned).
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™ Create Purchase order : Account Assignment for Item 00001 [_]=]
Purchase order Edit Header Item Environment System Help
(Al g eeeCHE D000 EE @
[20»
Item ;1 AccthzsCat ﬁ Quantity ;1 Eh
¥ GR Company code 1353 Distribution i_
™ GF non-val FlR Partial invoice r
Acct. assgls
Mg Guantity/percent G/L acct Asset _2 DA ; ﬁ
1 | i =
2 il =
2 / C
4 : CH
3 CC
6 CHiC
7 i
8 3 CiC
0 Wi [
10 T CC
11 - i
12 CHiC
13 ? I
14 4 T (B
15 CiC
16 5 (I
17 / Cr
18 1 15|l |
19 Cr
28 rr =]
1 [»]
Create assets 1

|BA1 ) 00) > [mwrsapl [INS | 16:00

;astartﬁj & 5 || Sversion s | B vicrosctt word.. | e 54 Logon 460 |[agiCreate Purch... SACONVERTEDT... i ¢ @F el ampn

To have the system automatically create a new asset master record, press the [Create Assets] push-
button at the bottom of the screen.

Pop-up Window 1: Create Purchase Order: Account Assignment for Item XXXXX

Field Description/Usage

Asset Class This field value should default from the merchandise category
entered for the PO line item. If no value appears in this field, it is
likely that a merchandise category that should not be used for
fixed assets was entered (e.g. services, “non-stock” goods,

“stock” goods).
Company Code/Asset | Leave the default values or leave blank.
Number of similar The value in this field determines the number of individual asset
assets master records will be created by the system. Sometimes, certain

assets may be combined in a single asset master record (e.g.
chairs). Most often however, individual asset master records need
to be created (e.g. computers) to track them during inventory

counts.
The system will default the quantity entered for the PO line item.
Sub-number Leave this field blank.
Reference Company | Leave this field blank.
Code/Asset
Description Enter the description of the asset. This description will be stored

in the asset master record.
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Inventory number Leave this field blank. The asset master record will need to be
maintained once the asset has been received. At this time,
information such as the inventory number (bar code number or
tag number) can be entered in the asset master record directly.
The purchase order does not need to be updated.

Business area Leave this field blank as business areas are not used by MWR or
VQ.
Cost center Enter the cost center that will be charged with the asset’s

depreciation expense. Generally this is the “owing” cost center.
Remember depreciation can ONLY be recorded to a G&A cost
center. For Buildings, Building Facilities Improvements, and
Vehicles, the “company code” G&A cost center should be used.
For FF&E assets, the G&A cost center for the activity “owning”
the asset should be selected.

Site Enter the site where the asset will be located. The system defaults
the site for which the purchase order is being created.
Location Leave Blank

| e | = | | 1 | r | o | 2
Al Ciwcee/lHRonon | FE| 0
[2»
Item
@ | To assets to be ted
Assets to be ted
L Asset class ih?s [CEIRE A
Nd Quantitg/ Company code / asset 1353 i ! ﬁ
1 Wumber of similar assets % l1 z
2 ™ Sub-rurmber ]
3
y Ref
c Company code /# asset i i i
6
7 Master data
8 Desciiption [TREDMILL
. |
10 Inventary number I
1 Business area i
12 Cost center ; A
i3 Sits [1e10
14 F
Lacation ;
i Additional data i
16
17
18 i
v To g assets
= 2 C d 1353
28 ompany code —
= I ait rumber ! To ! I+l
Sub-number i To !
\#li ® [BAT (11 (100)~ [rwrsapd |IN5 | 15:09
;astart!!j @ & || Saversion 4 | B microsctt word.. | e 54 Logon 460 |[agiCreate Purch... BACONVERTEDT... ! b @F o a9
Press Additional data i
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Go to Location Data Tab.

Field Description/Usage

Responsible Cost This field is for the cost center that is responsible for the

Center inventory. They are NOT responsible for the depreciation (see
cost center)

%eneralData Location Data I Crigin Datal

‘Interval from 01/01/1900to 1273179999
|

| Cost center ;1 789 LC SEAL PARK Ga
I Resp. cost center i A

Press the Enter key or click the green checkmark @ to continue.
- :
Click ™ to return to the previous screen.

Press @ to continue. The system will now assign temporary asset number(s) to all the asset
master records that will be created.

Click E to return to the previous screen.
Now select the PO item by clicking once on the line itself to add further details.
To add a delivery address to the PO line item use Item =» More functions = Delivery address

Screen 1: Delivery address for item XXXXX

Field Description/Usage

Address (Top right) | The delivery address will default from the site’s master record. If
an alternative address is needed for delivery you may type this in
manually.

Though the screen shows that 40 characters can be typed in for the
"NAME" of the delivery location, the system will produce a
warning message indicating that the last 5 characters may NOT
PRINT out properly on the purchase order. You can click through
this warning, but you may notice the address does NOT print in
full on the actual purchase order document. We suggest you use
only 35 characters to record the NAME.

If the delivery address will be used regularly, contact the system
administrator to request that the delivery address be created in the
system and accessed through the pull down menu at the top of the
screen.
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Vendor Leave this field blank.

Title Enter the title of contact person if appropriate.

Name Enter the name of contact person. This field must always be filled.
House Address

Street Enter the street address, including the building number and suite

number.

House number

Leave this field blank. This field may be used in the future.

Postal code

Enter the ZIP code of the delivery address.

City Enter the city.

District Leave this field blank.

Country The country always defaults to “US”. For the pilot
implementation, the country will always be “US”.

Time zone The system default value can be accepted.

Region Enter the state code in this field.

Jurisdict. code

Leave this field blank as MWR and VQ do not charge or pay sales
taxes.

Communication
Telephone Enter the telephone number of contact person for the delivery.
Fax Enter the fax number of contact person for the delivery.

Version 4 —October 2001
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- ¥ pelivery Address for Item 00001
e

Site 1010 Address i +
Stor. loc. i
Yendar i A

I ,_,—,, L B s L kL EkL]LL :
: Title | = i
| Mame DM NECK SEABREEZE DFFICER CLUB/CABANA
| |FCTC DAM NECK
P s SRR e
i’SEﬂlCh [ | Zannriel i SR U L |
i Search term 1/2 i |
P R B R e e s e S N R e
i Ctreet address ——————— e e A R T B P e e st e R TR T A et i s A T S T A T R T T e _!
L | | 1632 REGULLIS AVENUE BLDG 225
| City/Ron/PHCd [VIRGINLA BEACH [ua |23461-1916
: Country iﬁ 154 Wirginia
Time zone EST Junisdict, code
PD box address —— ! AN b o L Y T A i Rl et

FO Box !
Foztal Code i
Company poztal code i

i. Eummunicatiun e T P R R P T T e e A A L SRl et T S T e e e T e e T A T e e b e T T 1 |

: Language iEninsh _f__! Other communicatian...

| Telephone [(757) u92-6455 = |

| Fax ! = =

{ 3

[Ederr | , = 4
fi ] Adopt l (2] Heseti Repeat address u:unj Repeat address u:uffj ﬂj

To use this delivery address for all subsequent PO line items, press the [Repeat address on] push-
{17 Adopt

button. Press the icon to record the delivery address.

To add planned freight charges to the PO line item, select the item and use Item =» Conditions

/ NOTE: Freight added to a PO line item will be expensed to that line item (to the G/L account
number of the line item)
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Screen: Purchase order create: Item conditions

Field Description/Usage

CnTy To enter a planned freight amount only, enter condition type
FRBI1. Using any other freight condition will cause the system
to print the freight charge on the purchase order. These other
condition types will however be accepted by the system. Be
careful to always enter FRB1. An additional condition type is
available-ZXXX. This condition should be used for set-up
charges or fees.

Rate Enter the freight amount as a single dollar amount.
Curr. USD as default

Per Leave this field blank.

UoM Leave this field blank.

Conditions Edit Goto  Swstem  Help

@] ClWece CHE vnoan BEE|@
|
i I\
Item i1 Aticle
iy [ 1]ea Nt 3,500.00 |USD
CnTy| Mame Rate ECun. per Uohd Condition value gCurr. MNumCCoi OUn | CConDe | Un | Condition value |
PBXX|Grosz Price 3.,5008.88 |USD 1EA 3.,5088.88 EUSD 1|ERA 1|ER _‘_!
SUBTOTAL 3,580.0808 EUSD 1{EA 3,5808. 088 %USD 1(EA 1|EA --!
TOTAL 3.,5088.88 {usp 1|EA 3,508.00 USD 1Ef 1Eh
| &
J 1 [»]
@1 j E! L Condition rec. ; m Analysis ﬁ Update l
Press g to record the planned freight amount. The system will now display the freight value

and the total value of the purchase order. The cash discount condition can be ignored as it will not
affect the total value of the purchase order. It is merely showing the potential cash discount that
can be expected if the discount payment terms are met by the payment program.
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Click E to return to the previous screen.

When entering planned freight (delivery costs) for a line item that uses multiple account
assignment, the system will display a warning message asking whether the delivery costs should be
deleted. Always choose “No”. The system may display this message several times. Always
choose “No”. This warning message appears because currently the system cannot use planned
delivery costs for multiple account assignment PO line items during the GR and IR stages of the
procurement process. However, MWR and VQ procurement policy dictate that the freight charges
must always appear on the purchase order. SAP is developing this functionality for a future
release. Further details as to how planned freight (delivery costs) will be handled at invoice receipt
are explained in process document MMBPO003.

To add planned freight charges to the entire PO, DO NOT select a line item and use Header S
i

Conditions

*NOTE: Freight added to the entire PO will be EQUALLY expensed to each line item (to
G/L account number of the line item)

Field Description/Usage
Cnty Use drop-down and click on freight FRB1
Rate Enter the total amount of freight on the purchase order
Currency Leave Blank will fill in automatically
Condition Value Leave Blank will fill in automatically
onditions  Edit  Goto  System  Help -
@l Cilwiece CHE vno0 BF|@
Em !l] Article
Net 3,508.88 |USD
CnTy| Mame Rate Curr, per Uaokd Condition value % Curr, Condition value CdCur ﬁ
PBXX|Gross Price 3,586.88 EUSD 8.88 I
SUBTOTAL 3,5808.88 %USD 8.88 —
FRBA(FREIGHT 25.[1[*USD |USD 8.88
TOTAL 3,500.88 |USD 8.88
am of
gj Bj G Condition rec. 1 Activate b1 Update
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&

Press to record the planned freight amount. The system will now display the freight value.

To see the total value of the purchase order with freight Click E to return to the previous screen.

Press Conditions & The system will now display the freight value and the total value of the
purchase order. The cash discount condition can be ignored, as it will not affect the total value of
the purchase order. It is merely showing the potential cash discount that can be expected if the
discount payment terms are met by the payment program.

I:nT_I,I_I M ame R ate Curr. pEr lobkd Condition value Curr.

E‘BNX Grozs Price 3.588.88 USD
SUBTOTAL s e 3,500.80 USD

FRBA|FREIGHT 95_80 |USD 4 25_80 |USD
TOTAL 3,525_80 USD

To add detailed long text for a PO line item, select the line item by clicking on it, then use Item =
Texts = Text overview. Use the page Up and Page Down icons to move through the list of text

types.
Screen: Create Purchase order: Texts for item XXXXX
Field Description/Usage
Detailed item text Use this text type to describe the item being procured in

unlimited detail. This useful when the short text of the PO line

item is not descriptive or long enough to fully identify the item.
This text will print on the purchase order.

Info Record PO text | Do not use this text type. It is reserved for future enhancements
to the procurement functionality of the MWR SAP system.

Material PO text Do not use this text type. It is reserved for future enhancements
to the procurement functionality of the MWR SAP system.
Item Delivery text Use this text type to describe the delivery instructions for the

item being procured in unlimited detail. This useful when the
delivery requires special instructions that the vendor must know
about. This text will print on the purchase order.

Quote details Use this text type to record any information about the quote(s)
received for this particular item being procured. This text will
NOT print on the purchase order, but will be available to user
on-line.
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| @Lnng ket ﬁ 3

[tern 11 i [tern categony r Acct azsig.cat. ;Elu
Article i hdse categony W Site 1818
Short test [TREADMILL Star, lacation R
| ":Em BEREE — - = e s e e Lin ey T b S e L e S T e i
TutTupe Text b are text Status
v ltem text

;TH.-’-'-.DMILL MODEL #1435 BLACK/SILVER
| 5

[ Delivery text

[T Quote detail: [Does Mat Print)

|
| I

To record unlimited long text simply click on the checkbox located beside the text type, then press
the [Long Text] push-button. A screen will appear where the text can be recorded in a fashion
similar to a word processor. To return to the previous screen when you are finished recording the

long text, simply Click i
Click E to return to the PO line item overview screen.

Perform one last review of the information entered.

-y
The purchase order can now be saved by clicking )

The system will return a message: “Document no. 45XXXXXXXX created”
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z Change Asset Purchase Order

Menu Path: Logistics = Retailing=» Purchasing=»Purchase Order =»Purchase Order
=> Change

Transaction: ME22

Screen 1: Change Purchase Order: Initial Screen

Field Description/Usage

Purchase order Enter the number of the purchase order to be changed

Press the Enter key or click the green checkmark g to continue.

Screen: Change Purchase Order: Item overview

Field Description/Usage
Account Assignment | Change the account assignment category if required. Note
Category that the account assignment details will also need to be

changed. This field cannot be changed after goods receipt
or the invoice receipt for this PO line item has occurred.

Short Text Change the required Short Text Description. This field can
always be changed, even after goods receipt or invoice
receipt.

PO Quantity Change the quantity of the items ordered, if required. The

quantity can be changed after goods receipt but the system
issues a warning if the Delivery Complete indicator was set
during a previous goods receipt. This indicator is set to
inform the user that further deliveries are not expected.

OUn Change the order unit of measure (e.g. from CAS to EA).
This field cannot be changed after the goods receipt or the
invoice receipt for this PO line item has occurred.

Net Price Change the order price per unit, if required.

Delivery date Change the date of delivery, if required.

Merchandise Change the merchandise category, if required. However, it
category is not good practice to change the merchandise category for

asset procurement, once the asset master record shell has
been created by the system (which occurs when the PO is
initially created). The merchandise category derives the
asset class for the asset master record.
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" @ Change o e it = e O T - . - ==l
Purchasze order  Edit Header [tem Enwvironment Sypstem  Help Lo
el S EH «ax | 2#E anon 0o
VEELRDOCIR@LBQAHMBEME Bhcasg: &2 FZ 0 '
i: Purchaze order m Order tupe IF Order date: Im -|
I' Wendar 1800000005 APPLES & ORAMGES LLC Currency usp |
PO items

f' Item | | & | Material | Short test PO quantity auy © | Deliv. date Met price ﬁ H

1 A APF Asset 1EA |D |87/71271999 12|~ !

2 ;] D (87/12/1900 — -

3 ;] D (8771271999 5

4 A D (A7/12/1999

5 ;] D (8771271990

] ;] D (8771271900

7 A D (87/12/1999

|8 A D (8751271999

9 ;] D (87/12/1990

18 ;] D (8771271999

11 A D (87/12/1999

12 ;] D (8771271990 [~]
[ 1 [+

Itern |1—

|SB1[1)(200)~ | mwrsapd [OWF [02:01PM

Select Item = Details

To change the delivery address of a PO line item, select the item by clicking on it and then use
Item =» More functions = Delivery address

Screen 1: Delivery address for item XXXXX

Field Description/Usage

Address (Top right) | The delivery address will default from the site’s master record. If
an alternative address is needed for delivery you may type this in
manually.

Though the screen shows that 40 characters can be typed in for the
"NAME" of the delivery location, the system will produce a
warning message indicating that the last 5 characters may NOT
PRINT out properly on the purchase order. You can click through
this warning, but you may notice the address does NOT print in
full on the actual purchase order document. We suggest you use
only 35 characters to record the NAME.

If the delivery address will be used regularly, contact the system
administrator to request that the delivery address be created in the
system and accessed through the pull down menu at the top of the

screen.
Vendor Leave this field blank.
Title Enter the title of contact person if appropriate.
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Name Enter the name of contact person. This field must always be filled.

House Address

Street Enter the street address, including the building number and suite
number.

House number Leave this field blank. This field may be used in the future.

Postal code Enter the ZIP code of the delivery address.

City Enter the city.

District Leave this field blank.

Country The country always defaults to “US”. For the pilot
implementation, the country will always be “US”.

Time zone The system default value can be accepted.

Region Enter the state code in this field.

Jurisdict. code Leave this field blank as MWR and VQ do not charge or pay sales
taxes.

Communication

Telephone Enter the telephone number of contact person for the delivery.

Fax Enter the fax number of contact person for the delivery.

Press the Lﬁj_ﬂldfft..l icon to record the delivery address.

Click E to return to the PO line item overview screen.

To change planned freight charges to the PO line item, select the item and use Item =» Conditions

/ NOTE: Freight will be expensed to the same G/L account as the actual line item.

Screen: Purchase order create: Item conditions

Field Description/Usage

CnTy To change or enter a planned freight amount only, enter
condition type FRB1. Using any other freight condition will
cause the system to print the freight charge on the purchase
order. These other condition types will however be accepted by
the system. Be careful to always enter FRB1. An additional
condition type is available-ZZ01. This condition should be
used for set-up charges or fees.

Rate Change or Enter the freight amount as a single dollar amount.
Curr. USD as default
Per Leave this field blank.
UoM Leave this field blank.
Press g to record the new planned freight amount.
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Click E to return to the PO line item overview screen.

To Change planned freight charges to the entire PO, DO NOT select a line item and use Header

& =>» Conditions i

y
/ NOTE: Freight added to the entire PO will be EQUALLY expensed to each line item
(to the G/L account numbers of each line item)

Field Description/Usage

Cnty Change or Use drop and click on freight FRB1 Using any other
freight condition will cause the system to print the freight
charge on the purchase order. These other condition types will
however be accepted by the system. Be careful to always enter
FRB1. An additional condition type is available-ZZ01. This
condition should be used for set-up charges or fees.

Rate Change or Enter the total amount of freight on the purchase
order

Currency USD Default

Condition Value Leave Blank will default

&

Press

to record the planned freight amount. The system will now display the freight value.

To see the total value of the purchase order with freight Click E to return to the previous screen.

Press Conditions i The system will now display the freight value and the total value of the
purchase order. The cash discount condition can be ignored, as it will not affect the total value of
the purchase order. It is merely showing the potential cash discount that can be expected if the
discount payment terms are met by the payment program.

I:nT_I,I_I M ame R ate Curr. pEr Jobd Condition value Curr. |

E‘BH?{ Grozzs Price 3.580.08 [USD
SUBTOTAL e B 3,5680.88 USD

FRBA|FREIGHT 25_80 |USD | 25_808 |USD
TOTAL 3,525.808 USD

To change PO Header information select the line item and use Header =» Details
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Screen: Change Purchase Order: Header data

Field Description/Usage
Quotation Date Change or enter the date the vendor’s quotation, if required.
Quotation Change or enter the vendor’s quotation number, if required.

Your Reference

Change MWR/VQ manual requisition number, if required.

Your Reference
Number

Change data in this field, if required.

Requis. officer

Change the name of the Requisitioning officer, if required.

Telephone

required.

Change the Telephone Number of Requisitioning officer, if

Click E to return to the PO line item overview screen.

EKI‘-I Eha.nge Purchase l:‘lil:iel z Hea'd-m [.)a.lt.a- ’

< Purchaze order Edit Header ltem Environment Swstem  Help

=@
[

=

v || 52 [N =N RRE I R N s S SR e )
AmHFE R L8 0
Purchase order |1I5 AeABeA128 Company code 1819 Purchasing group aa2
Document type HB Purch. arganization 2888
Wendor |1 LSS TSTshaTsTs iy APPLES & ORAMGES LLC
Administr. fields
PurchOrderD ate IB?!11I1999
Language key lﬁ [ Complete deliv.
P ayment terms IU aes Curmrency usp
Fayment in 18 | Daps |5.l]l]l] 4
Fayment in 38 | Days I % Incoterms I[:FR I
Fayment in I Days net
Reference data
Cuotation date I Cluatatiorn I
R equisition na. |123!l FIIM rurnber |1 23
Requiz. afficer |123ll Telephone |1 234

[SE1 (1772000 % [ mvwsapd [OVF [0207PM

To change PO line item detailed text, select the item and click Item Text &,
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Screen.: Change Purchase order: Texts for item XXXXX

Field Description/Usage
[tem text Use this text type to describe the item being procured in
unlimited detail. This useful when the short text of the PO
line item is not descriptive or long enough to fully identify the
item. This text will print on the purchase order.
Delivery text Use this text type to describe the delivery instructions for the
item being procured in unlimited detail. This useful when the
delivery requires special instructions that the vendor must
know about. This text will print on the purchase order.
Quote details Use this text type to record any information about the quote(s)
received for this particular item being procured. This text will
NOT print on the purchase order, but will be available to user
on-line.

: [FLlongtest T3 P

[tem ;1 ! [tem cateqory r Acct azsig.cat. rFT
Article i tdze categon 1111 il Site 1818
Shaort text ;THE.&DMILL Stor. location ;
- Item texts T B R e e e R§ ......... e e T e e R T T e e T e e e e T e e L P T L e
TutType Text b ore text Status
[ ltem test
iITFE.-'-‘-.DMILL MODEL #1485 BLACE/SILVER
| r
[ Deliveny text
| r
[ Guote details [Does Mat Frint]
| r

To change the long text simply click on the checkbox located beside the text type, then press the
[Long Text] push-button. A screen will appear where the text previously entered can be changed or
new text recorded in a fashion similar to a word processor. To return to the previous screen when

you are finished changing the long text, simply click E
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Click E to return to the PO line item overview screen.

I,!,[

To save the changes made to the purchase order, click

z Display Asset Purchase Order

LOGISTICS & MATERIALS MANAGEMENT = PURCHASING 2PURCHASE ORDER
=>DISPLAY

Transaction: ME23

Screen 1: Display Purchase Order: Initial Screen

The purchase order line item overview screen is displayed. The purchase order screens can be
navigated as when changing the purchase order.

z CREATE PURCHASE ORDER - BLANKET PURCHASE AGREEMENT

Blanket Purchase Agreements will also be created using this process. A few exceptions are noted.
The BPA will be primarily created so that a “contract document” can be sent the vendor and terms
of procurement of items against agreed upon. Goods receipt and invoice verification for BPAs
will take place outside the Materials Management module. However, by encoding the BPA's into
the system, a complete audit trail is available and reports can be generated for use by management.

The initial process to create a BPA mirrors that of a ‘regular PO’.

Logistics = Retailing = Purchasing = Purchase Order = Purchase Order = Create =
Vendor known

Transaction: ME21
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Screen 1: Create Purchase Order. Initial Screen

Field

Description/Usage

Vendor

Enter the vendor account number for which the purchase order
will be issued. Note that if the vendor has never been used
before, a vendor master record must have already been created.
MWR HQ procurement will create vendor master records on an
ad hoc basis for all bases/funds.

Order Type

Enter order type FO for Restricted Use Blanket Purchase Orders

Purchase order date

Enter the date for the purchase order.

Purchase order

Leave this field blank. System will assign a purchase order
number automatically.

Organizational data

Purch Organization

Always use purchasing organization 2000, the only valid MWR
and VQ Purchasing Organization. A purchasing organization is
really a meaningless organization structure for MWR, but is
required by SAP.

Purchasing Group

Enter the appropriate purchasing group

Default data for items

Item Category

Enter “B” for BPA

Acc. Assignment Cat

Enter “B” for BPA

Delivery Date You can leave this field blank
Site Enter the site code that coincides with the company code for
which the requisitioned items are being procured.
Merchandise Enter the appropriate merchandise category for the items being
category procured:
2050001 TEXT RENTALS
2070001 TEXT SUPPLIES/SERVICES
Acknowledgement Check this indicator if each purchase order item is to be
reqd acknowledged by the vendor.
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= Create Purchase order : Initial Screen

Purchase order  Edit Header Ikem  Environment  Swstem  Help

@]

AWecceDME anaa B

} A2 33 [0 [ Ref tocontract [ Reference to RFQ

Yendar
Order bype
Purchase order date

Purchaze order

W

1000080414

Fo| ¢

08/24/2001

-Orgamizational data

Purch. organization

Purchazing aroup

280
28

-Default data for items

[tem categorny

At azzignment cat.
Deliven date

Site

Starage location
terchandize categomn

[T Acknowledgment regd

e

=1

188188

BE

20708m

Press the Enter key or click the green checkmark g to continue.

Screen 2: Create Purchase Order: Header Data

Field Description/Usage

Validity Start Enter the Effective date (start date) of your BPA

Validity End Enter the Expiration date of the BPA

Incoterms This field represents shipping terms and should default to the

shipping terms from the vendor master record. Shipping
terms normally used “free on board - destination”(FBD) or
“free on board-shipping point” (FBS) . The second field
should be used to define the BASE location of the delivery
destination (i.e. Naval Station XYZ)

Your Reference

Enter the locally determined requisition number if
appropriate. If not, you can enter °.” as default or use the field
for another data element determined by local users.
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Reference Number This requirement has been determined to be optional under
SAP .We suggest using this field to identify “USA
purchases”, or use the field to identify some other piece of
data such as AFNAFPO contract number or GSA contract

number.

Requis. officer Enter the name of the Requisitioning officer (Activity
Manager)

Telephone Enter Telephone Number of Requis. officer

Purchaze order i Campany code 1353 Purchasing group ]2 aa

Document bwpe iFI] Purch. arganization 12 a8
Yendor ;hﬂﬂﬂﬂﬂﬂ!}11 Fea MOMARCH

.Adminishati?e ﬁEIdS =i DX e A I et g A T T R A W W e b e T e

PO date [1e/01/720008

Language key !Eﬁ [T Complete deliv,
Valicity start [16701/2000  Vaidiy end loo/30/2001 2|

Reas. for canc. r— :

E'TE"TIS DI: dEIi"l"El}' and pa}.ment T e AL L e D e e I T A e e T R e e T s B T T e s L R P T e et e R Y 5
|

i Payrent terms !EEB? Currency usp

Paymerit i i---- Diays i‘m-“ E3

Payment in i---- Dayps iﬂw % Incoterms iFBD SNAS OCEAMA
Payment in r‘“‘ [Draps net

r Reference data - - — —

Your reference BPa, Feference no. iFEIEID AMD BEVERAGE

|
Requizitioner iDEBBIE Telephone ;2252 '
|

Press the Enter key or click the green checkmark @ to continue.

Field Description/Usage
Short Text Enter the text you wish to print out on the BPA/Short
Description of goods/services that will be ordered against the

contract. You MUST put some text in this field — DO NOT
LEAVE BLANK!

Overall Limit If there is an overall limit (cap or maximum) on the BPA.

This field can be modified at any time. This field is optional.
Remember, these fields are only “memo” fields — there is no
link between actual purchases/calls and this BPA document!
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No Limit Check this box if there is no “cap” or limit to orders against
this BPA.
Expected Value This is the expected or “target” value of the order. You can

leave this blank if you wish/this field is optional. Remember,
these fields are only “memo” fields — there is no link between
actual purchases/calls and this BPA document!

Actual Value Leave blank — will default “Greyed” out.

= yalue Limit for Item 00001 Maintain

Jmit  Edit Goko System Help

el SBlece cmMilan

ShortT st ;EIFEDEFE FOR FOOD SERYICES ITEMS

b= Linmiks l

Oeerall limit ! usp ¥ Mo limit
Expected valus |2ca800.0d

“Actual' value ; a_aa

If you need to include a longer description of the goods/services to be ordered, list of authorized
BPA callers, receiving agents, or additional information on the body of the BPA (that will print on

&

the actual contract), press . You will now see the main body of the document. To enter LONG

TEXT select the icon. o . This is the “header” portion of the contract.
Then select the long text icon 7
Again, select the long text icon 4

On the following screen you can type as much or as little information on the document. This WILL
print out on the actual contract form!

Version 4 —October 2001 VII-54



Procurement Process

™ Change Header text: Language EN

Text Edit Goko Format Insert  Systemn  Help

& || R e | DHE nunon BE @
L#3) Character formats : & S B o E3
;* Faragraph, left-aligned _‘:j Char.Farmats iH Character string, highlighted :_j

&

After you finish your long text entries. press

||
Click “Save” =) .

The completed contract should be signed by the appropriate warrant authority and sent to the
vendor for review/signature.

/ NOTE: Please note, there is NO link in AIMS/SAP between the actual order placed against
this BPA, no tracking of BPA Call Numbers, etc. Navy Procurement policies still require BPA call
numbers to be tracked using some locally developed method. At this time, AIMS cannot satisfy
this requirement through the Procurement module.
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Goods Receipts

Goods receipt will be verified against the corresponding purchase order to ensure correct
goods and quantity are received.

For all system generated purchase orders, the procurement clerk/A/P will directly enter the
goods receipt into the system. Based on local connectivity and staffing requirements, it is
possible for persons other than the Accounting staff to enter the goods receipt into the system.
The Receiving Agent (or warehouse person) may be given authorization to enter the goods
receipt in the AIMS system - this is a local decision.

MWR and VQ:

Until such time that the warehouse and facility staffs have access to AIMS and the goods receipt
function, the following procedure should be used.

Purchasing/Receiving Agent

1. Upon receipt of all goods the goods receipt copy of the purchase order is signed/dated by
the receiving agent and forwarded to the MWR Regional Accounting Office.

2. In cases of partial receipts, the receiving copy should be flagged as “partial” and forwarded to the

Accounting Office. When all goods are received a final goods receipt can be signed and
forwarded to the accounting office with a notation of “complete” or “complete delivery.”

Accounting Office

3. Goods Receipt is checked to ensure the Goods Receipt has been signed and dated.
4. Goods Receipts are entered into the SAP system.
5. Goods Receipts document number should be noted on the Purchase order copy.

/ NOTE: Goods Receipts may also be entered into the system where there is no receiving
copy in the following instances:

a) vendors invoice has been signed by an authorizing departmental person acknowledging the
receipt of goods;

b) Verbal assurance from the receiving officer that goods are received. (In this case, an
ordering person would sign a memorandum attesting that the goods were received).
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z Create Goods Receipt

LOGISTICS = RETAILING= PURCHASING = PURCHASE ORDER = FOLLOW-0N
FUNCTIONS= GOODS RECEIPT

Transaction code: MB01

Screen 1: Goods receipt for Purchase Order: Initial screen

Field Description/Usage

Document Date The document date is the date on which the original document
was issued.

Posting Date Enter the Delivery Date

Delivery Note Leave Blank

Bill of Lading Number identifying the bill of lading of the goods that have

been received. The bill of lading is the document issued by the
sender that accompanies the goods. Normally left blank

Doc header text The document header text contains explanations or notes

which apply to the document as a whole, that is, not only for
certain line items.

Defaults for document items

Movement type Only enter ‘101” for a goods receipt or ‘122’ for a return to
vendor. Enter ‘102’ for a reversal on goods receipt in case of
error.

Purchase Order Enter the relevant purchase order number to which the goods

receipt or goods return relates. The purchase order number
should to be quoted by the vendor on the shipping documents
or packing slip. The purchase order number can also be found
on the goods receipt copy of the purchase order (which is sent
to the warehouseman).

Site Enter the site to which the goods are being received or from
which they are being returned. Note that a site for MWR and
VQ corresponds to a company code, which in turn represents a

fund.
Reason for Leave this field blank for a goods receipt.
movement Enter one of the following codes for a goods return:

0001 Poor quality
0002 Incomplete
0003 Damaged

Storage location Leave this field blank.

Suggest zero lines Leave this field blank.

GR/GI slip

Individual slip Leave the default value.

Print Check this box if you want to print the goods receipt
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™ Goods Receipt for Purchase Order: Initial Screen

Goods receipt Edit Goto Mowvement bvpe  Environment  System  Help

[Document date ! BB/23752081 Pozting date i B8/2372001

Bill of lading |

GR/AGI zlip no. I

Delivern naote

Doz header text

E-Defaults [ et e S ) s e e e T N e S R B A 2
I b ovement type Fl:i—‘I-
| Purchase order |6 non0EBRY *|
Site m Reazon fior movemnent i-..-_...-
Storage location m [T Suggest zemo lines
S R Ty e M P ol Al 420 5 R M I e St R A B
! ¥ Frirt O Individual zlip
® Collective slip
|

Press the Enter key or click the green checkmark @ to continue.

Screen: Goods receipt for PO: Selection screen 0001/XXXX

Field | Detail to Input
Items:
Item Make sure that the checkbox beside the item is flagged. The system

defaults a value from the purchase order. In cases of partial
shipments where one of the line items order was NOT received,
remember to “unflag” the checkbox beside the line item. In other
words, if you did NOT receive the item, unflag this box.

Quantity Enter the quantity to be receipted or returned, in the unit of entry.
The quantity is automatically converted to the stockkeeping unit of
measure. The system defaults a value from the purchase order. In
cases of partial shipments, remember to change the default
quantity to the amount actually received.

EUn Unit of measure in which the goods movement or inventory count
is entered. The system defaults a value from the purchase order.

Delivery completed Flag this indicator if the goods receipt is expected to be the final
delivery (i.e. the purchase order quantity has been fully received or
when no further shipments are expected).

Stock type Leave this field blank.
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Goods receipt Edit Goto Mowement type  Epvironment System Help Lo
& || o caeEME h0on BRI @

“ [[] Adopt+details  Purchase orders. .
Pozting date Il]5_o'3 a/20008

Ttems
Itern  Cuantity EUn  Material Pl SLoc PO [tem S DOl
BlUn Material description Batch B MvT S T
F) ah [Ea 1819 [u580808912 [1 r
[Geircan [ror[« [

To display the goods receipt document in detail, press the [Adopt + Details] push-button.

Click the SAVE icon to post the Goods Receipt.

The following message will appear: “Document 50XXXXXXXX posted”

/ NOTE: Posting of the goods receipt document results in an entry being recorded to
the general ledger. This entry records the liability of the MWR/VQ activity (to pay the
vendor for the goods/service) on the balance sheet. The following entry is made:

Debit: XXXXXX (Expense Account/Inventory or Asset Account)
Credit: 201010 (GR/IR Clearing)

z Change Goods Receipt

Very few fields on a goods receipt can be changed. These fields include the Document Header
Text and the item text. All other fields such as quantity, or date cannot be changed. If these other
fields require changing, the goods receipt should be reversed using Movement Type 102 (see the
following section).

In cases where merchandise is returned to the vendor, enter a new goods receipt using Movement
Type 122. You will note when using movement type 122, the quantity for each line item returned

is marked with a “-* or minus sign signifying its return to the vendor.

LOGISTICS = RETAILING= MERCHANDISE LOGISTICS = INVENTORY
MANAGEMENT= ARTICLE DOCUMENT= CHANGE

Transaction code: MB02
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Screen: Change Material Document: Initial screen

Field Description/Usage

Material Doc Enter the document number of the goods receipt that is to be
changed.

Mat doc.year Enter the fiscal year in which the goods receipt was posted.

Press the Enter key or click the green checkmark @ to continue.

Screen: Change material document XXXXXXXXXX: Overview

Field Description/Usage
All fields Display only

Menu Path: Go to = Additional functions = Header

Field Description/Usage

Doc header text The document header text contains explanations or notes that
apply to the document as a whole, that is, not only for certain
line items.

Menu Path: Go to = Details from item

Field Description/Usage
Text The text may contain explanations or notes that apply to certain
line items.

]
Click to save the changed Goods Receipt

The following message will appear: “Document 50XXXXXXXX changed”
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z Display Goods Receipt

LOGISTICS = RETAILING= MERCHANDISE LOGISTICS = INVENTORY

MANAGEMENT=> ARTICLE DOCUMENT=> DISPLAY

Transaction code: MB03

Press the Enter key or click the green checkmark @ to continue.

Screen: Display material document XXXXXXXXXX: Overview

Field Description/Usage

Material Doc Enter the document number of the goods receipt that is to be
displayed.

Mat doc.year Enter the fiscal year in which the goods receipt was posted.

Press the Enter key or click the green checkmark g to continue.

Screen: Display material document XXXXXXXXXX: Overview

Field Detail to Input
Item Display only
Quantity Display only
EUn Display only

Menu Path: Go to = Additional functions = Header

Field Description/Usage
Document Date Display only
Posting date Display only
Mat doc year Display only

Click E to return to the previous screen.

Menu Path: Go to = Details from item

Field Description/Usage M/O/D/S
Purchase Order Display only D
Movement type Display only D
Reference doc Display only D
Site Display only D
Vendor Display only D
Incoterms Display only D
Unit of entry Display only D
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Acct assig cat Display only D
No. of GR slips Display only D
Company code Display only D
Fiscal year Display only D

Click E to return to the previous screen.

z Reverse (Cancel) Goods Receipt/Goods Return

This transaction looks very similar to that of a Return of Merchandise, it uses the same Transaction
code, —however, the movement type is different. Be sure to use the correct movement type for
the correct transaction. This transaction should be used when it is determined that an incorrect
goods receipt was entered or an error was made.

LOGISTICS = RETAILING= PURCHASING = PURCHASE ORDER = FOLLOW-0N
FUNCTIONS= GOODS RECEIPT

Transaction code: MB01

™ Coods Receipt for Purchase Order: Initial Screen

L_[:E Adopt + detail:  Purchase orders... PO unknown  w'M parameters. .

Document date 158!23:'2 ag1 Pasting date ’ﬂﬂf23.t'2 aa1

Bill of lading |

GRAGI slip fo. I

;Defaults 'Dl dncument itBI’I’IS ...................................................................................................................................

. M ovement bype i1 a2

Drelivery note

Do header text

: Purchase arder ; !_i

' Site: m Reazon for movemnent r_

! Storage location ﬁﬁﬁ ™ Sugoest zero lines

| i e : . e A A T £ it S
| EHJ’EI slip PimaTi e ERELEN RSN Starens DT T T T e e e R T R e e R A T T T e I
: ¥ Prirt 0 Individual slip i

® Collective slip
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Below are the available Movement Types:

MHuT

M

Text

181
182
183
184
185
186
122
123

Goods receipt for
Goods receipt for
Goods receipt for
Goods receipt for

purchase order
purchase order
purchase order
purchase order

into warehouse/stores

into warehouse - reuversal
into GR blocked stock

-» GR blkd stock - reversal

Release GR blocked stock for warehouse

Release GR blocked stock for warehouse - reversal
Return delivery to vendor
Reversal of ret. delivery

]
Click to post the Return to the Vendor.

Version 4 —October 2001

VII-64




Procurement Process

z Reports (Display Purchase Orders)

You may find it necessary to run various reports to display purchase orders. Individual purchase
orders can be viewed very easily using the Purchase Order > Display menu path. However, if it is
necessary to examine all purchase orders for a cost center (or group of cost centers), for a
assignment category (for example USA items), or for a specific purchasing group, use the
following menu path:

Logistics > Retailing > Purchasing > Purchase orders >Purchase order > List Displays > By
Vendor

/ NOTE: Additional reports can be run by using the following menu paths:

Logistics > Retailing > Purchasing > Purchase order >Purchase Order > List Displays > By
Merchandise category

Logistics > Retail > Purchasing > Purchase order >Purchase Order > List Displays > PO
Number

Logistics > Retailing > Purchasing > Purchase order >Purchase Order > List Displays > For
Account Assignment >General  (Use this report to examine all purchase order for a specific
cost center or group cost centers)

™ Purchasing Documents per Yendor |_[#]x
Program Edit Goto System  Help

@ | 1B @ SHE anaa BA @

G} & IQ Choose...

Wendor [+060000076 ﬂ ta l—d s =

Purchasing organization 28080 to l_ _ED

Scope of list F —

Selection parameters to — o2

Document type ,— to ,— _':">

Purchasing group ,m to ,— _ED

Plant W to ,_ _E.'>

Item category |_ to |_ _':">

Account assighment categorny |_ ta |_ _':">

Delivery date — to _ED

Walidity key date —

Fange of coverage to

Diocument numbet —A to —A 3

Materizl At A _ED

taterial graup to — _ED

Document date to _':D 1]

Irtem. aricle no. (EANAUPC] to ==

Wendor's material number ta _':5

Yendor sub-range [ to — _ED

Pramation — to E =
- - [SET (11 (100)* | mwnsapd [INS | 11:3__
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Field Description/Usage

Vendor Enter vendor number or range of vendor numbers

Purchasing Will default to 2000. Do not change

Organization

Scope of List Will default to BEST. Do not change.

Purchasing Enter purchasing group if you wish to create a report for only a

Group specific purchasing group. Leave blank for all purchasing
groups.

Site Enter Site number

Document Date | Enter document date if you wish to create a report of all

purchase order on a specific date or range of dates. Leave
blank for all dates.

Enter Merchandise category if you wish to create a report that
includes a specific merchandise category. Leave blank for all
merchandise categorys.

Merchandise
category

Any of the selection criteria can be identified in order to create a report for a specific set of data.
Choose any/all selection criteria to obtain the desired report.

Press the Execute icon L

= purchasing Documents per ¥Yendor [ [=1=]
List Edit Goto Environment Systern Help (=4
@ T D meaa DM | noan  FE @
=1 [E PO history  [B] Changes  [B] Deliv. schedule  [B] Services
PO Type Uendor Hame PGp Order date
Item Material Short text Mat. group
DI A Pln%SLoc order qgty. un Het Price Cury . per Un
4588888913 HNB 48800800876 BRIDGESTOHME SPORTS U S A 118 8573852888
o001 Golf Cart LOO1710008
A 1819 1 EnRA &6,580_088 usp 1 EnAa
Still to be delivered a ER a. a8 usp a.88 %
Still to be inuvoiced 1 En 6.500_00 usp 1668.86 %
LG A88868214 HB LOA8AB0A76 BRIDGESTOHE SPORTS U S A 118 68573172888
aaae1 Golf Cart 4L4a81710088
A 19019 1 En ¥.-00_00 usp 1 En
Still to be delivered a ER a. a8 usp a.88 %
Still to be invoiced a ERA a_08 usp a.88 %

.
5
Tl

The resulting list will include all purchase orders with the criteria selected from the selection
screen. The purchase order can be examined by “double-clicking” on the actual purchase order
number. The Display Purchase Order: Item Overview screen will appear.

You will be able to identify the status of the purchase order based on the quantities received (still to
be delivered) and quantity invoiced (still to be invoiced).

If you wish to view individual GR/IR documents, simply click on one of the line items. Then select

. PO hizton
the PO HISTORY icon
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™ Order History for Purchase Order 4500000913 00001 [_ =] x]
List Edit Goto Views Enwironment Systemn Help -
@ || IR iecee DHE DO (BE @

§| GRAR azzignment  Order price unit Blocked stock

Cat. (Doc. no. Itm |HMuT|Pstg.dt. Qty.in OUn UValue in local curr

GR Lo0eeo0n983 [ 6001 (181 | B5/328/08 1 EA 6,588.88 USD

Total goods receipts 1 EA 6,500.88 USD

DCGR | 5000000083 |0001| | 85/30/00 1 EA 50.80 USD

Total delivery costs GR t@.aa USD

If you wish to review the actual general ledger entry associated with the GR document, “double-

click’ on the line item, then select the ACCOUNTING DOCS... push button

"™ Display Material Document 5000000983 : Overview
Material document  Edit Goto  Enwironment  Spstem  Help

Aocounting docs. ..

I =] S
Lo

Al

Fwcee SME anaalEa @

& §| @Detailsfm.item Material  Accounting docs...

Posting date

Itemse —

Item

Quantity

Il]5f3l]f2l]l]l]

B | ist of Documents in Accounting

Mame IHII_P65?F2

Documents in Accounting

Item

|—1|1— Document category Document n

Accounting document 500008084,
Spec. purpose ledger 1088898344
fisset transaction 5000000983

Vl@l Original documert |EI 3'

RoMeT 5 T
Ar | Jase913 [1 T
i

S DCI

[SE1 OTA0O > | mwsapd [INS [ 11:42

If you wish to review the actual general ledger entry associated with the IR document, “double-

click’ on the line item.
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Document Dverview [ =]
Document Edit Goto Settings Estras  Epvironment  Sestem  Help -
EHZ 44 PP ET EF E S Choose save TF 3 55 @ ElTaxdaa
Goods receipt (WE})
Doc. 3 5 Company code 1019 Fiscal year 2000
Doc. date 85/38/2000 Posting date as/3e/2000 Period ag
Ref .doc . Cross—company n
Doc .currency usp
Itm|PK|Account Account short text Amount (Cost ctr Oorder Assignment
1(78(17188061 Golf Cart 6,550.80
2(926 (2810180 GRSIR CLEARING 6,5800.80—
3(58(201012 FREIGHT CLEARING 58.80- 4500000913
R | 3|
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z Display Purchase Orders by Merchandise Category

Background Information

A Purchase order listing by merchandise category enables the purchasing organization and others to
view all purchase orders for articles within one merchandise category for an individual site or range
of sites.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER > PURCHASE
ORDER > LIST DISPLAY > BY MATERIAL GROUP

Transaction Code: ME2C

= SAP Easy Access SAP R/f3 System

Menmu Edit Favorites Exfras  Swvstem Help

la |l flHleae | DW®
EEIRCE R

Bl aLogistim

=24 Retailing

3 Purchasing

[ [ Requirements planning

[+ 27 Allocation

-3 Purchaze order

E-E3 Purchase order

[+ (] Create

@ MEZ2Z - Change

@ ME23 - Display

-7 ME24 - Maintain supplement
[ ME28 - Release

@ MEMASSPO - Mass maintenance
-3 List displays

@ MEZL - By vendor
i) MEZM - By material

----- (23] By account assignment
% MEZ2C - By material group
] fE28 - By tracking number

If using the menu path, double click “ME2C — By material group” to go to the next screen.
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Purchasing Documents per Merchandise Category

= Purchasing Documents per Merchandise Catego

Program  Edit Goto Systern Help

@ | -He@@ SHE anaa BA|@

%‘?’ B B Choose.

Merchandise category
Purchasing organization
Without article number
Scope of list

Selection parameters

Document lype

ey
=
=

Purchasing gioup

Item categom

11

Account assignment categary

=

Site iL:1s)

4010181
200

BEST

HEN
[

Delivery date
Walidity key date
Range of coverage to
Document number
Wendor

Supplving site

N

(N

Article

Document date

Irtem. article no. [EAM/UPC)

‘Wendor's article number

‘Vendor sub-range

K

[ =
— =
. o
— =
— =
— =
r =
i =
|

A =

- =

— =
=

&

|

=

— E

Enter information in the fields as specified in the table below. Note: In column “R/O/C,” R =
Required, O = Optional, C = Conditional.

Field Name Description R/O/C User Action and Values
Material Material group code O Select from drop down menu
Group
Purchasing Purchasing o Choose relevant purchasing
Organization | Organization number organization
Without R This field should be left blank.
material
number
Scope of List | Determines format of R BEST is the default.

search report
Selection Categories that may be O Select from drop down menu
parameters chosen to limit the
search
Document Type of purchasing 0] PO, PU, BP, CO or RP
Type document documents are valid
Purchasing Purchasing group code O Enter Purchasing Group
Group
Site Site to which delivery O Enter Site or leave blank for all
is to be made
Item category | Type of purchase O Select from drop down menu to
order view purchase orders with
specific types of purchases on
them (text article, articles, etc.)
Acct. Account where costs O Select from drop down menu to
assignment are allocated view only specific Purchase
category Orders.
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Delivery Date | Date that the items are Select from drop down menu
scheduled to be
delivered
Validity key Only items that are
date relevant for this date
are shown
Range of Date that the outline
coverage to agreement will be
fulfilled
Document Alphanumeric key that Enter the Document number, if
number uniquely identifies a known, or use drop down arrow.
purchasing document
Vendor Alphanumeric key that Enter the Vendor number, if
uniquely identifies a known, or use drop down arrow
vendor
Supplying Site | Site supplying Leave Blank
materials for stock
transport orders
Material Material master Select from drop down menu
number
Document Date that the Select from drop down menu
Date document was
originally created
Internet. If material number is Enter number if known
article not known, but EAC
number or UPC is known
(UPC)
Vendor’s Material number for Enter number if known
material the vendor
number
Vendor sub- Subdivision of a Select from drop down menu
range vendor's total product
range according to
various criteria.
Promotion Number identifying a Leave Blank
promotion for which
procurement is to take
place.
Season Key that identifies Leave Blank
season type
Season Year Indicates the first Leave Blank
season year when the
material will be sold
Short Text Short description of Enter short description for the
the material material
Vendor name | Name of vendor Enter vendor name

Select the Execute

button.
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-® Purchasing Documents for Merchandise Categ
List Edit Goto Ernwironment System Help

@l

W ea@ DHBE DL BR| @

" = PO history Changes Deliv. schedule Services

"4

1]

Type Uendor
Item Article

DI A Site SLoc

Hame
Short text
Order qty.

Un

Het Price

6580000020 PU
EELIE] 1080834

4o00000025

aga1 aeel
5till to be delivered
$till to be invoiced
88882 100803408061
ag81 aeel
S$till to be delivered
5till to be invoiced
80883 18086834802
ag8e1 aee1
5till to be delivered
S$till to be invoiced
88684 1088088340083
ag81 aeel
Still to be delivered
5till to be invoiced
80885 18008634084
8861 8@
S$till to be delivered

SYSCO GULFATLANTIC FOOD SERVICES

ASHWRTH T SHIRT
[i]
5]
[i]
ASHYRTH T SHIRT,
1
a
1
ASHWRTH T SHIRT,
1
a
1
ASHWRTH T SHIRT,
1
a
1
ASHWRTH T SHIRT,
1
a

3Gp Order date

Mdse catqy

Curr. per Un

180 01/18/2001
Le1a1e1

1.88 USD 1 ER

a.88 UsSD 6.88 %

8.88 USD 188.88 %
La181e1

1.88 USD 1 EA

a.88 UsSD 8.808 %

1.88 USD 188.88 %
Le1a1e1

1.88 USD 1 ER

a.88 UsD .88 %

1.88 USD 188.88 %
Le18161

1.88 USD 1 ER

a.88 UsD a.88 %

1.88 USD 108.88 %
Le1a1e1

1.88 USD 1 EA

a.88 UsD 8.88 %

In the screen as shown above, the following user actions can be performed to display further
details. Place the cursor on a line item (such as line item number) and use the following radio
buttons in the menu to display further details of the line item of the purchase order.

Services

Radio Description R/O/C User Action and Values
button
e Display document O Displays details of the purchase
| order
PO history History of the Purchase order O Displays history of the purchase
order such as goods receipts
documents and invoice
documents.
Chargss Changes to the document o Displays any changes to the
header header of the PO
(5] el schedl Delivery schedule o Displays the delivery date, time,
scheduled qty, qty delivered,
and the creation indicator
Service Item O | Not used by MWR/VQ
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M Display Purchase Orders by Account Assignment

Background Information

Purchase order listings, by merchandise category, enables the purchasing organization and others to
view all purchase orders that have been created for an account assignment for an individual site or
range of sites. Account assignment objects include cost center, WBS element, order, or asset.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER > PURCHASE
ORDER > LIST DISPLAY > BY ACCOUNT ASSIGNMENT > GENERAL

Transaction Code: ME2K

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites BExtras System  Help

@ || Cimeae|on
BE % B 7| v a
(23 Favorites
= 23 SAP standard menu
& (1] Office
Ea Logistics
Ea Fietailing

1 £3 Purchasing
(-] Requiremerts planring
[ [ Allocation
=23 Purchase arder
Ea Purchaze order
(- (1) Create

- fg3 ME22 - Change
- fg) ME23 - Display
@ ME24 - Maintain supplement
@ ME23 - Releaze

1) MEMASSPO - Mass maintenance
=23 List displays
@ MEZL - By vendor
T ME2M - By material
23 By acoount assignment
= ;.'.""E 2K - General
o P M) . By s

If using the menu path, double click “ME2K — General” to go to the next screen.
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Program Edit Goto  Systern  Help

g  “lojcce MK anan @@ @
%@, B m Fl R Choose..

Cost oenter ?li—ﬂ ta I—A _':DI
"WEBS element A

Order —A ta A _':DI
Azset —A Sub-no ,_

Sales document —A [em — l_

Metwark —A Trans. ,—

Purchasing organization 2888 to ,_ _':bl
Scope of list BEST

Selection parameters — to o
Document type ,_ to ,_ _ED
Purchasing group W to ,— _ED
Site W ta ,_ _ED
Item categom |_ ko |_ _Eb
Accourt assignment category |_ to |_ _ED
Delivery date — to _'::>
Walidity key date T
Range of coverage to

Dacument number —A ko —A )
Yendar —A ta —A _':D
Supplying site ,_ to ,_ _ED
Aticle A o A _ED

Enter information in the fields as specified in the table below. Note: In column “R/O/C,” R =
Required, O = Optional, C = Conditional.

Field Name Description R/O/C User Action and Values
Cost Center | Cost center number used on C Cost center number known or
PO via pull down menu. At least

one account assignment
object must be specified

WBS Key identifying a WBS C Leave Blank Not used
Element element
Order Order number O Internal Order Number or via

pull down menu. At least one
account assignment object
must be specified

Asset Asset number C Enter Asset number or select
from pull down menu. At
least one account assignment
object must be specified

Sales Number of sales document 0) Not used. Leave Blank
Document

Network O Not used. Leave Blank
Purchasing Purchasing O Enter 2000
Organization | Organization number

Scope of List | Determines format of R “BEST” will default.

search report
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Selection Categories that may be O Select from pull-down menu
parameters chosen to limit the
search
Document Type of purchasing 0 Document types PO and PU
Type document are valid document types for
this search.
Purchasing Purchasing group code O Enter Purchasing Group
Group
Site Site to which delivery is O Select from pull-down menu
to be made
Item category | Type of purchase order O Leave Blank
Acct. Account where costs C At least one account
assignment are allocated assignment object must be
category specified
Delivery Date | Date that the items are O Select from pull-down menu
scheduled to be
delivered
Validity key Only items that are o
date relevant for this date are
shown
Range of Date that the outline o
coverage to agreement will be
fulfilled
Vendor Vendor number o Vendor known or use the
drop down arrow to aid in
the search
Supplying Site | Site supplying materials O Only use for stock transport
for stock transport orders
orders
Article Material master number O Article number or use the
drop down arrow to aid in
the search
Merchandise | Merchandise Category O Select from drop-down
Category arrow
Document Date that the document o Select from drop-down
Date was originally created arrow
Internet. If material number is o Enter number if known
article not known, but EAC or
number UPC is known
(UPC)
Vendor’s Material number for the 0) Enter number if known
material vendor
number
Vendor sub- Subdivision of a O Select using the drop-down
range vendor's total product arrow

range according to
various criteria.
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Promotion Number identifying a O Select using the drop-down
promotion for which arrow
procurement is to take
place.

Season Key that identifies O Select using the drop-down
season type arrow

Season Year Indicates the first O Select using the drop-down
season year when the arrow
material will be sold

Short Text Short description of the 0) Enter short description for
material the material

Vendor name | Name of vendor O Enter vendor name

Select the Execute ‘

™ Purchasing Documents For cost center

List Edit Goto Environment System Help

icon.

Purchasing Documents For cost center

|@li

W eae CHE DDL0 BE| @

“ §| PO higtary Changes Deliv. schedule Services

PO

Type Uendor Hame
Item Article Short text
DI A Site SLoc

order qty. Un

SGp Order date
Mdse catgy
Het Price Curr. per Un

sae82

6500080822 PU 4LApA0ABAZY PYA MONARCH

BALOONHS

K 8881
Cost center 74
5till to be delivered
$till to be inwoiced

300 En

300 En
308 ERA

188 @1/19/20m
208000608
8.19 UsD 1 EA

57.88 USD 160.88 %
57.00 USD 100.88 %

In the screen as shown above, the following user actions can be performed to display further
details. Place the cursor on a line item (such as line item number) and use the following radio
buttons in the menu to display further details of the line item of the purchase order.

Changes | Changes to the document
header

Radio Description R/O/C User Action and Values
button
= Display document O Displays details of the purchase
| order
PO istory History of the Purchase order O Displays history of the purchase
order such as goods receipts
documents and invoice documents.
(0] Displays any changes to the header

of the PO
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Deliv. schedule

Delivery schedule

Displays the delivery date, time,
scheduled qty, qty delivered, and
the creation indicator

Services

Service Item

O

Not used by MWR/VQ

|; Display Purchase Orders by Vendor

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >PURCHASE

ORDER>LIST DISPLAYS > BY VENDOR

Transaction code:

ME2L

The initial screen “Purchasing documents per Vendor” is shown below.

™ Purchasing Documents per Yendor
Program  Edit Gotn System Help

=8| x!

@ | fEleaaCHE anan HE @

@ 4fp [ Chooss

Wendar

Purchasing organization 268080

Scope of list

Selsction paramesters
Document lype

Purchasing group

Site

Item categary

Account assignment category

Delivery date

“alidity key date
Range of coverage to

Document number

Adticle

Merchandise categony
Document date

Intern. article no. [EAM/UPC)
Yendor's atticle number

Wendor subange

Promation
Season
Seazon year
Shoit text

Wendor name

[

ﬁﬁ?ﬂw‘ 7}

[

ﬂ“ ‘
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lololo] o] o] ]| o] o] o

Note: In the screen above, the user may restrict the output by including
more criteria.
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In our example above, we have restricted the input criteria to a particular vendor, a particular
purchasing organization, and a particular site. The system will then display all the purchasing
documents that exist ONLY for that vendor and ONLY for that site rather than all the sites.

%

Press the Execute button.

The following screen, “Purchasing Documents per Vendor” is the result of this execution.

™ Purchasing Documents per Yendor

List Edit Goto Epvironment System Help

@ |l i

COQ CHEBE DDLO FE @

@ PO history Changes Deliv. schedule Services

Item Article
DI A Site SLoc

PO Type Vendor Name
Short text
Order qty. Un

SGp Order date
Mdse catgy
Het Price Curr. per Un

aae1 Baa1

45000088220 HB 40000680825 SYSCO GULFATLANTIC FOOD SERUICES? 166 12/686/206008

000081 0000POOABAAANB1897 TOOTH PASTE L4La18782
6881 8881 188 EA 1.88 USD 1 EA
Contract release order 4608008827 Item agaia
Still to be delivered 188 EA 1868.88 USD 1680.088 %
Still to be invoiced 188 EA 186.88 USD 1680.00 %
4588888221 HB 400000086825 SYSCO GULFATLANTIC FOOD SERVICES? 1688 127077280808
00881 0000POOOOBOA0016897 TOOTH PASTE L8187 82
6881 8881 188 EA 1.88 USD 1 EA
Contract release order 4608088827 Item aga1a
Still to be delivered 188 EA 186.88 USD 1680.00 %
$till to be invoiced 188 ER 1688.88 USD 1680.88 %
4580888222 HB LBB8000625 SYSCO GULFATLANTIC FOOD SERUVICES? 1688 12787/28688
00881 B000POOOOOOAA01128 BACOHN 4828182
8881 8881 5 CAS E4.00 USD 1 CAS
In stockkeeping unit 168 LB 2.75 UsSD 1 LB
Still to be delivered 5 CAs 27495 UsSD 168.88 %
S$till to be invoiced 5 CAS 274.95 USD 1608.88 %
4580888224 HB LBB8000825 SYSCO GULFATLANTIC FOOD SERUVICES? 1688 12707/28088
0068681 0000DOOAOAAA0A016897 TOOTH PASTE L6187 82
8881 8881 188 EA 1.88 USD 1 EA
Contract release order 460808088827 Item aga1a
S$till to be delivered 188 ERA 188.80 USD 1608.88 %
S$till to be invoiced 188 EA 188.88 USD 16808.88 %
4660888629 HA LBB8008B25 SYSCO GULFATLANTIC FOOD SERUVICES? 188 12/787/208088
oe801 hjhjhjhj 100660008
K 8881 1,888 EA 3.a88 USD 1 EA
S$till to be delivered 1,888 ERA 3,8008.80 USD 166.08 %
Still to be invoiced 1,888 EA 3,8088.80 USD 16808.688 %

5080808004 RP 48000086825 SYSCO GULFATLANTIC FOOD SERVICES? 168 12/686/20608
606881 B000BABEOAARAOA16897 TOOTH PASTE L 16782

188 En 1.49 USD 1 En

As you can see from the table below, there are some additional options and views that can be

accessed through this screen.

IF THIS BUTTON CLICKED IS: THE RESULTS ARE:

Details of the Purchase Order will be

The Display Icon displayed.

P.O. History Displays the history of the Purchase Order.

Changes Displays any changes to the header of the
P.O.

Delivery Schedule Displays the delivery date, time, scheduled
qty, and qty delivered.
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& &

Press the green arrow button or the exit button to leave this screen.

z Display Purchase Order by PO Number
Use this process when a list of purchase orders is needed.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER > PURCHASE
ORDER > LIST DISPLAY > BY PO NUMBER

Transaction code: ME2N

™ SAP Easy Access SAP R/3 System

Meru Edit Favorites Exfras System  Help

|& | Cimleae|2H
(=R

=1 Logistics

B \SHetailing

=23 Purchasing

[L1 Requirements plarning

[C1 Allacation

Bl E£3 Purchase order

Bl £3 Purchase order

B[] Create

@ MEZ22 - Change

@ MEZ3 - Dizplay

@ ME 24 - Maintain supplement
@ MEZ22 - Release

- Fg MEMASSPO - Mass maintenance
El--£23 List dizplays

@ MEZL - By vendar

@ ME 2k - By material

FH-- (2 By account assignment
@ MEZC - By material group
@ MEZB - By tracking number
s AE2M bEI y PO number
@ ME 2 By supplying plant

If using the menu path, double click “ME2N — By PO number” to go to the next screen.

VII-79 Version 4 — October 2001



Financial & Controlling (FICO)

™ Purchasing Documents per Document Number

Program Edit Goto System  Help

Purchasing Documents per Document Number

@ ||

O cae@ CHE anaa PE|®

Scope of list

Docurent type
Purchasing group
Site

ltem category

Delivery date
Walidity key date

endor
Supplying site

Article

Document date

Wendar sub-range

Prornation

Purchasing document

Purchasing organization

Selection parameters

Account azzighment category

Fange of coverage to

Merchandize categony

Intern. article no. [EAMAIPC)

Vendor's article nurmber

@d@, [ )8 B Chooss..

|

BEST

[
| ‘ Tﬁ L] ‘ _IW

4000000025 *| to

Enter information in the following fields as specified in the table below. Note:
“R/OQ/C:” R = Required, O = Optional, and C = Conditional.

Field Name Description R/O/C User Action and Values
Purchasing Alphanumeric key that O Document number or
Document uniquely identifies a numbers

document
Purchasing Purchasing Organization O Enter 2000.
Organization | number
Scope of List | Determines format of R BEST is default.
search report
Selection Categories that may be O Select using the drop down
parameters chosen to limit the search menu
Document Type of purchasing O Document types PO, PU, CO,
Type document BP, RP are valid.
Purchasing Purchasing group code O Enter Purchasing Group
Group
Site Site to which delivery is O Enter site number or leave
to be made blank for all.
Item category | Type of purchase order o Leave blank
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Acct. Account where costs are O Select using the drop
assignment allocated down menu
category
Delivery Date | Date that the items are O Select using the drop down
scheduled to be delivered menu
Validity key Only items that are Select using the drop down
date relevant for this date are menu
shown
Range of Date that the outline Select using the drop down
coverage to agreement will be menu
fulfilled
Vendor Vendor name O Vendor known or via drop
down menu
Supplying Describes site from which O Not used by MWR.
Site material is supplied.
Article Article Number O Article number or search
via drop down menu
Merchandise | Merchandise Category O Select using the drop down
Category menu
Document Date that the document O Select using the drop down
Date was originally created menu
Intern. article | If material number is not O Enter if known
number known, but EAC or UPC
(EAN/UPC) is known
Vendor’s Material number for the O Enter if known
material vendor
number
Vendor sub- Subdivision of a vendor's O Select using the drop down
range total product range menu
according to various
criteria.
Promotion Number identifying a O Not used
promotion for which
procurement is to take
place.
Season Key that identifies season o Not used
type
Season Year | Indicates the first season O Not used
year when the material
will be sold
Short text Short description of the O Enter a description
material
Vendor Name | Name of the vendor O Enter if known

Select the execute button

&

to generate the list.
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= Purchasing Documents by Document Number

List Edit Goto Ernwironment Systemn  Help
@ || SIBee CHE DL A @
g' F'D history Ehanges Dellv. schedule Serwces
PO Type Uendor Hame SEp Order date
Item Article Short text Mdse catgy
D I A Site SLoc Order qty. Un Het Price Curr. per Un
S$till to be delivered 1,858 EA 1,576.42 USD 1680.688 %
$till to be invoiced 1,858 En 1,576.42 USD 1680.608 %
80662 1084858 S0DA BAROS ROOTBEER 2802 L 818687
ae81 8861 1,885 EA 2.58 USD 1 EA
Contract release order 55000006818 Item agae2
S$till to be delivered 1,885 EA 2,712.58 UsSD 1680.688 %
S$till to be invoiced 1,885 En 2,712.58 USD 180.688 %
NB 4000000025 LAZERS; BOOMERS 1688 81/24/2001
88881 1084846 COKE, 12 02 CAH 4818687
ae81 8881 888 EnR 8.85 UsDh 1 EA
Contract release order 5588888027 Item ae8e2
S$till to be delivered 888 EnR 48.48 USD 180.68 %
S$till to be invoiced 888 ER 48.48 USD 180.68 %
Loeaeaaaae RP 4808080825 LAZERS; BODOMERS 188 12711720688
aaea1 1897 TODTH PASTE 4818782
L ape1 ees1 188 EA 2.49 USD 1 EA
$till to be delivered 8 EA a.a8  USD a.688 %
$till to be invoiced 8 ERn 8.88 USD .08 %
aeeaz 1097 TODOTH PASTE 4818782
L 8081 8861 288 EA 1.49 USD 1 EA
S$till to be delivered 8 EA a.88 USDp a.688 %

In the output screen as shown above, the following user actions can be performed to display further
details. Place the cursor on a line item and select an icon to “drill down” into the report.

Icon Description R/O/C User Action and Values Comments
Button
Display Display the PO O Display details of the Highlight purchase
Icon purchase order order number first
PO History of the Purchase O Displays history of the If more than one
History order purchase order including line item is listed
goods receipts and invoice for a purchase
documents. order, one line
item must be
highlighted
Changes | Changes to the O Displays any changes to the
document header header of the PO
Deliv. Delivery schedule O Displays the delivery date, If more than one
Schedule time, scheduled qty, qty line item is listed
delivered, and the creation for a purchase
indicator order, one line
item must be
highlighted
Services Service Item O | Not used by MWR
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For example, place the cursor on the purchase order number, highlight it by clicking once, then

select . " . The purchase order document overview screen appears. Select a line item to view

more detail about that item. Click the © to return to the purchase order list.

Display Purchase order: Item Overview

™ Display Purchase order : Item Overview _ =]
Purchase order Edit Header Itern Erwironment Systern  Help -

gl CiecaeHR atnoan|BEE @
ERRGIGADEEED 6K Brw: A2 Q

Purchase order 4580808237 Oder lype HB FO date a1/24/20081
Wendor |4800080808825 SvSCO GULFATLANTIC FOOD SERMIC Currency UsD

P items

Item I | A Aricle Shart text PO quantity OUn C | Deliv. date Met |
v 1004046 i 808 81/29/2001

z Purchase Orders with Open Items:

You may find it necessary throughout the fiscal year and especially at the end of the year, to check
the status of all your purchase orders. For example, you may wish to identify all those purchase
orders where the promised delivery date has passed and the ordered goods have NOT been
received. In this case, you may need to re-negotiate the delivery date, cancel the order with the
permission of the requesting official, or void the purchase order due to an error in processing. For
example, the goods receipt/invoice was incorrectly entered into the system through the “direct
invoice” method.

To produce this report/listing of purchase orders where the delivery date has past without full
receipt of goods use the following menu path:

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER > PURCHASE
ORDER>LIST DISPLAYS > BY PO NUMBER

Transaction Code: ME2N
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™ CAP Easzy Acces: SAP R/3 System

Mery  Edt  Fawortes  Estraz System Help

|| Aincees MR D00 PR @
B & @B 2| - a

| v

<[ Difice

E-£3 Logistics

-3 Materiaks Management

=23 Purchasing

|_——_|a Purchasze Order

[ Create

[ ME22 - Changs

@ ME23 - Dizplay

@ ME24 - Maintain Supplement
@ ME28 - Releaze

@ MEMASSPO - Mazs Maintenance
=3 List Displays

------- ) MEZL - By Vendar

------- ) ME2M - By Material

------- @ ME2C - By Maternial Group
------- ) MEZE - By Tracking Number

------- fz) ME2w - By Supplying Plart

------- @ MELE - Tranzactions per Tracking Mumber
- 20 Extemal Services

-1 Reporting

- [ Inbound Delivery

Double click on the Report Name as shown on the screen print above.
The following screen will appear:

Purchasing D ocuments per Document Number [_[=]x]
jogiam  Edit Goto System Help =]

& | HEecae B anan | BE|®
@ < @ )2 B Choose

Furchasing document = o  J

Purchasing organization HIT to l_ E’
Soops of lit BEST

Selection parameters | to | )

Document type _ to . =)
Purchasing group [ i@ r =)
Plant _ to . =
Item categary [ to nl =3
Account assignment categary [ to r =)
Disliveny date - o ] =)
Validity key date | -
Fianae of coveraas to

Vendar - to | =

Supplying plant [ i@ ]— =)
Material s =
Material aroup 0 | =
Document date to | o

Interm article no. [EAMAIPC] o =)
Werdor's materisl numbsr 0 ==
Vendor subrange | i@ - =)
Pramation | ta | _Q
Season _ 0 . =
S sason year _ o [ | =
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This screen allows certain parameters to be set.

Leave the field “Purchasing Document” blank
The field “Purchasing Organization” will default to “2000”

The field “Scope of List” should default to “BEST”

Using the drop down arrow for the field “Selection Parameters”, select the first item on
the list, 1_OPEN_PO (AIMS Open POs) as shown below.

"™ Purchasing Documents per Document Number

Program Edit Goto  Spstern Help

G|l

HIwecee DM anaa a0

& o [ )3 & Choose..

Furchasing document
Purchasing organization
Scope of list

Selection parameters
Document type
Purchasing group

Flant

Item categaory

Account assignment category
Drelivery date

Walidity key date

Range of coverage ta
Wendor

Supplying plant

I aterial

Material group
Document date

Intern. article na. [EAM/JPC)
Wendor's material number
Wendor sub-range
Promation

Seazon

Season pear

Shart text

Wendor name

2800
BEST

- ™ Selection parameter for purchasing lists

Sel.param.

Descr. of selection parameter

fl OPEH_POD
2_NO_INU
A-ERLEDIET
A-OFFEN
AvIS

GROB
GUTSCHRIFT
M-DFFEN
R-ERLEDIGT
RECHNUNG
W-OFFEN
w351
uA352
VE181
WE182
WE183
WE164
UE185
WE186
WE161
WE162

AIMS Open PODs

AIMS POs with GR, no invoice
Closed RFQs

Open RF(Qs

Open notification gquantities
Rough GR

Invoices exist

Open target guantity

Mo open invoices

Open invoices

Open target value

Open issue quantity

Issue quantity reversible
Open goods receipt

Goods receipt exists

Open goods receipt

GR blocked stock exists

GR blocked stock exists
Goods receipt exists

Open goods receipt: returns
GR exists: returns

Enter the relevant site in the field labeled “SITE”. You may choose to insert an entry into the
“Purchasing Group” field if you wish to further refine the search. You may use any of the criteria
on this screen and in the dynamic selections to further identify the purchase orders you may wish to

search for.

In the field “Delivery Date”, you need to identify the promised delivery date(s) (from the purchase
order) that you wish to view. For example, you may wish to view ALL purchase orders with

delivery dates that were prior to 1 July 2000. The resulting report will list all purchase orders with
delivery dates prior to 1 July 2000 that have NOT been fully received. In our example, we will put

07/01/2000 in the “Delivery Date” field. Using the “selection options” icon ‘3’, select “less than”

Or G€<,,
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- galect by Initial ¥alue K

Deliver date

Dezcription
Single walue

Greater than or equal to
Less than or < Less than ar equal to

Greater than
(Less than
Mat egual to

4] o]
| @ Select B Exclude from selection

Wl [k Delete line || 3 |

This will ensure that you will get a listing of all purchase orders with delivery dates “less than” or
prior to 07/01/2000.

™ Purchasing Documents per Document Number

Program  Edit Goto  Swestem  Help

@ | Dl cee DHE anaa AR @
& & [ )3 E Choose...

Purchasing docurnent A ta
Purchasing organization 2008 to
Scope of list BEST

Selection parameters 1_OPEH_PD to
Document type:
Purchasing group
Plant

Item categorny

“Wﬂ
| [
Lol el olelele |ole

Account azzignment categony

Delivery date &l[[o7/0172000 2| to

Walidity key date

Fange of coverage to

Yendor —A to o
Supplying plant . to _'::)
M aterial ] to A _':D
Material group | to | _'::)
Document date ta _':D
Intern. article no. [EANAUIPC) to _'::)
Yendor's material rurnber ta _':D
Vendor sub-range — to — _'::)
Pramation ta _':D
Season — ta ,— _':b
Seazon year . to ,— _':D
Short text T
Wendor name
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Click the Execute icon. L

Purchasing Documents by Document Mumber _|F]x
List Edit Goto Enwironment System Help

@ | W ecee DHR D000 PR @
@ F'D history Changes Deliv. schedule Services

a1} Type Vendor Hame PGp Order date
Item MHaterial Short text Hat. group
D I A Plnt SLoc Order qty. Un Het Price Curr. per Un
45800068851 NB 40000683682 MORTHWEST NETWORK SERVICES 178 a3/21/2088
88861 SERVICE, EMHAMCED BUSINESS WEB SITE HOST 18888686800

K 1287 2 En
Still to be delivered 2 EA 1686.80 %
$till to be invoiced 2 ER 1808.88 %
aaaa2 ACCOUNT SET-UP FEE (MAX}) 1068686808

K 1287 1 EA
$till to be delivered 1 ER 1680.80 %
Still to be invoiced 1 EA 108.80 %
4588861375 NB 40000683784 IKON OFFICE SOLUTIONS 178 86/21/2088
agaal COPIER MAINTENANCE 1068608000

K 1287 1 EA
Still to be delivered 1 EA 1686.80 %
$till to be invoiced 1 ER 1688.88 %

The resulting report, as shown above, should be reviewed very carefully. Requesting officials
and/or vendors may need to be contacted to determine the true status of the order. You will also
find it necessary to determine whether items on these purchase orders were incorrectly received and
invoiced through the “DIRECT INVOICE” method.

After determining the status of the purchase orders, some purchase orders may need to be
“deleted/closed”. In the case where NONE of the line items have been received, the entire
purchase order should be “deleted”.

z Report Purchase Orders — With Goods Receipt but with No Invoices

Periodically, you will need to review the status of Purchase Orders that have had Goods Receipts
entered into the system, but have had NO INVOICE entered. In some cases, you will need to
follow-up by calling the vendor for the invoice and in other cases, you will find that the invoice
was actually entered through the “direct invoice” method in error. If this is the case, you must
REVERSE the goods receipt in order to reverse the duplicate expense for the items (remembering
that at the time of the Goods Receipt, the expense is incurred).
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To produce this report (listing) of purchase orders where goods have been received but no invoice
has been entered, use the following menu path:

Menu Path: LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
PURCHASE ORDER>LIST DISPLAY > BY PO NUMBER

Transaction code: ME2N

™ Purchasing Documents per Document Number

Program Edit Goto Sestem Help

Al AWcee ok anaa|FE 0
Zb 4 @ )2 E Choose..
Purchasing document A ta I A ':DI
Purchasing organization 2988 ™ Selection parameter for purchasing lists
Scope of list BEST
. Sel.param. |Descr. of selection parameter
Selection parameters
Document type 1_OPEN_PD |AIMS Open POs
Purchasing group 2 NO [NV |AIHS POs with GR, no invoice
Plart 1287 A-ERLEDIGT |Closed RF(Qs
an A-DFFEN Open RFQs
Itemn category |_ AUIS Open notification quantities
Account assighment category |_ GROB Rl:lugl:l GR =
5 — GUTSCHRIFT |Invoices exist
Delivery date H-OFFEN Open target quantity
Walidity key date R-ERLEDIGT |Ho open invoices
R - — RECHHUNG Open invoices
— W-0FFEN Open target value
Wendor A WwA351 Open issue quantity
Supplying plant WA352 Issue quantity reversible
Material WE101 Open goods receipt
aiela - |WE182 Goods receipt exists
Material group WE163 Open goods receipt
Docurment date WE184 GR blocked stock ex:_lsts
. —  |ME185 GR blocked stock exists
Intem. article no. [EAN/UPC) WE106 Goods receipt exists
Wendor's material number WE161 Open goods receipt: returns
e WE162 GR exists: returns
Wendor sub-range
Pramation
Season
Season year
Short text
Wendor name
V| B|H[ 8| 2| %]

Leave the first field, “Purchasing document” BLANK.
The next field, “Purchasing organization” should default to “2000”.
The next field, “Scope of list” will default to “BEST”.

For the field, “Selection parameters”, using the drop down search arrow, select the second item on
the window listing: 2 NO_INV (AIMS PO’s with GR, No Invoice)

Enter the relevant site number in the “SITE” field. In our example, we have used site number
1287. You may also select a purchasing group, if you wish to further narrow the parameters of
your search. (You may use ANY of the criteria on this screen and/or in the Dynamic Selections

=

to further identify the purchase orders you wish to search for)

Version 4 —October 2001 VII-88



Procurement Process

e

Click the Execute icon .

= Purchasing Documents by Document Humber

List Edit Goto Epwviionment Sestem Help

& || SlWeae DHE atan  BE @
=5 PO histary Changes Deliv. scheduls Services
PO Type Uendor Hame PGp Order date
Item HMaterial Short text Hat. group
D I A FP1nt SLoc Order qgty. un Het Price Curr. per Un
45860086118 HB 4886808683135 BAINBRIDGE ISLAND FARM 171 168/513/71999
aoool PUMPKIN FATCH PUMPHEIHNS 200000000
K 1287 1 EhA 1.8 USD 1 EnA
5till to be delivered 8 En a.88 UsSD a.ea 3
5till to be invoiced 1 ER 1.8 UsSD 168.680 %
45868081852 HB 488680881632 SEATTLES BEST COFFEE 171 8972872800
88082 STIRRERS 3006066808
K 1287 18 CAS 4.58 UsSD 1 CAS
S$till to be delivered S CAS 22.58 USD 5a.88 %
5till to be invoiced ¥ CAS 31.58 UsSD 78.88 %

The resulting report should be reviewed VERY closely. By noting the “order date” in the far right
column, you may detect that some items are current and are awaiting invoices from vendors.
Vendors may need to be contacted and reminded to submit an invoice in cases where the purchase
order appears “old”. You must also ensure that the invoice was not erroneously entered through the
“DIRECT INVOICE” method resulting in a doubling of the expense for that item. If this occurs,
be sure to reverse the Goods Receipt (through the Logistics module), then “close” out that purchase
order so no further goods receipts/invoice can be entered against it.

z USA Report— PO’s With Goods Receipt

It may be necessary to review the status of USA Items that have been procured through the
Procurement module and have been received (using Goods Receipt). The following report may be
used for information only, as per USA Procedures (as directed by MWR HQ), the USA offset entry
and establishment of the receivable cannot be made until the time of invoice verification (or time
of inputting of the invoice!!) You may find this report useful in an effort to monitor and manage
USA purchases or to correct errors prior to invoice/vendor payment.

ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER > PERIODIC
PROCESSING > INFORMATION SYSTEM > REPORT SELECTION

Transaction Code: F.97

SELECT: MONTH END REPORT>GOODS RECEIPT USA OFFSET REPORT
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Goods receipt information (USA items)

el HIBjece/CHR/onanfE @
& o @ A &

Plﬂglam SEIEEHDHS e e T T e e e A Tt AT TR A T T

Caompany code 1353 ko r—“

Account azsignment category E ko r m';:;
|54 offzet GAL account i....__.....__....__ to !...._._.__.._... ...._*5..
Posting date [article doc] mﬁ ho m _% “:_(}‘
Movement type r—— ba ;—_- ‘—":‘5-
Ciozt center ’..._......._.._._. ta r“_w ‘_T:E;
G/L account number r“-“““““ ta M E

 Further procezzing options ——————————————— - : AE Btte R sokhe e

(® Mo further processing

) Interactive list

On the selection screen, simply enter the Company Code (MWR ONLY), and enter “S” in the
Account Assignment Category field. ALWAYS remember to enter the date range of the month you
are working in. For example, if you are reviewing July 2001 USA purchases, enter the Posting
Date (article doc) range of 07/01/01 to 07/31/01. If you want to search more specifically, you can
enter a USA Offset Account (the offset account that would be used for setting up the receivable
entry) specific posting date, cost center, general ledger account originally entered at time of
Purchase Order creation.

w”

After selecting the appropriate criteria, hit “execute”
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™ Goods receipt information {USA items) _ |5
List Edit Goto System Help
@ |l D0 ec@|BHE L0 BE| @

2EHEB B [ L=t [f 23 (& Estended [ [ &eC EIs  Selections

Goods Receipt USA Item Report
Run Date: 8978472801

User: Hg_p658h
Art. doc no PO number PO item AC Article Description Site Cost ctr G/L acct  USA Offset
5808086811857 6500000793 006861 s STUFF 8188 315 7520008 a8

/L account number 752888
ost center 315

L aeaae3 089 6400001838 de081 s LENDING LIBRARY SUPPLIES 8199 478 7c2e08 [i]
caeaae?148 6400001838 de081 s LENDING LIBRARY SUPPLIES 8199 478 7c2e08 [i]
caeaanp318 6400801841 Geas1 s LENDING LIBRARY SUPPLIES 8199 478 7c2e08 [i]
50980809153 65400081041 406081 S LENDING LIBRARY SUPPLIES 8199 478 752088 8

/L account number 752888

ost center 478

caeaa18308 64000801347 G0003 s 9 UOLT BATTERIES 8191 484 7c2e08
5AeAA18388 54000881347 0608056 S TOMEL - ROLLS 8191 484y 781088 752088
caeagi1e11s 68006003584 48004 5 1818187 RETAIL SPECIAL ORDER-FITHESS/GYH 8191 484 7Fe1888 7c2e08
caeag1e118 68006803584 dO0AS 5 18181687 RETAIL SPECIAL ORDER-FITHESS/GYH 191 fe1e88 7c2008
/L account number 781888

ost center 484 %

Coeaaes 428 6400008178 Ge081 s toOLS AUTO HOBBY 8211 7Fe1888 7c2e08
ceeaaes 423 6400808178 deas1 s toOLS AUTO HOBBY 613 fe1e88 7c2008
/L account number 781888

CLAeaaRs 866 6400008178 Ge081 s toOLS AUTO HOBBY 613 7c2e08 [i]
5A8AAA5SLA3A 5400088178 006081 S tOOLS AUTO HOBBY 613 752088 8

/L account number 752888
ost center 613

It is important to note that on the Purchase Order, the Facili
enter the appropriate general ledger expense account for fHe initial expenditure. Do NOT enter the
USA Offset account (752000) on the Purchase Order (}f'you do you will receive an error!). The

report shown above will “PROPOSE” the offset acgdunt that should be used if the receivable was
set up.

Manager or Procurement staff should

As you can see from the above example, an error was made by the individual creating the Purchase
Order (they used the USA Offset General Account number). As a result, the system CANNOT
propose the USA Offset account because the error was made. This error should be resolved as soon
as possible. To resolve the error, the goods receipt should be reversed (see Section 2: Goods
Receipt — Transaction Code MB0O1 Movement Type 102). The Purchase Order should be corrected
(entering a GOOD general ledger account number), then the goods receipt should be redone as
well!

This concludes the Procurement part of this manual. As you

proceed through the rest of the manual and you have
questions regarding procurement, refer back to this part of the
guide.
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